JOB DESCRIPTION

	JOB TITLE:
	Medical Secretary
	JOB REF
	

	LOCATION:
	

	REPORTS TO:
	Practice Manager

	SUPERVISION OF:
	


	JOB FUNCTION

	This post involves providing the full gamut of medical secretarial services to the GPs as well as secretarial support to the practice manager and other members of the practice team.




	DUTIES AND RESPONSIBILITIES

(This description is not an exhaustive list and will be subject to periodic review and amendment)

	1. Secretarial Duties

· Referral letters              To produce referral letters and ensure all urgent referral letters are sent via the fax that day. 

· Telephone calls             To liaise as appropriate with Hospital Medical Secretaries.

· Medical reports            To logs all requests from outside agencies seeking patient information.  

To log out all completed requests and raise appropriate charge. 

To log receipt of payment and pass cheque to Practice Manager for banking.

To chase outstanding payments.

To respond to patient queries in respect of medical reports

· Miscellaneous duties    Minute taking for various meetings
General Typing duties as required

	2. Time Management

· To ensure good utilisation of time in practice



	PRINCIPAL CONTACTS

	GPs

Practice Manager

Hospital Secretaries

Patients

Medical Report Companies


	SKILLS

	Excellent keyboard skills

Ability to take dictation either via the keyboard or by speed writing (shorthand advantageous)

General knowledge of medical terms.




	EDUCATION & EXPERIENCE

	Education

Good standard of Education particularly English Language

ECDL

Advanced word processing skills


	ORGANISATION STRUCTURE

	
Practice Business Manager



Practice Secretary



                       

     



	COMPETENCIES

	
	
	Communication

Skills
	Personal Qualities
	Continuous Improvement


	Customer Focus / Company Awareness
	Working With People
	
	

	Completed by
	     Line Manager name
	Approved by
	Head of function name

	Job Title
	
	Job Title
	

	Date
	
	Date
	

	Signature
	
	Signature
	


GPs








Practice Secretary
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