											


				MID CHESHIRE HOSPITALS





				      JOB DESCRIPTION





TITLE OF POST:			Medical Secretary 					





FUNCTION:				To provide a Medical Secretarial Service to a


					consultant and his/her team of doctors





HOURS:				





REPORTS TO:			Practice Manager/Directorate Manager


					OPD Services Co-ordinator (VIN)








MAIN DUTIES & RESPONSIBILITIES:








A CORE TASKS





	A1.	To provide a comprehensive Medical Secretarial Service to a Consultant and


		his/her team including:





a) undertaking all work related correspondence;


�b) arranging meetings and diary management;





c) typing all documentation;





d) photocopying and faxing;





e) receiving mail, sorting for action, obtaining supplementary documentation,


    such as case notes, that are likely to be required by the doctor.


	


	A2.	To act as a link between the Medical Staff and the General Practitioners, 


		other health and social care professionals, the patients, the patients’


		relatives and Medical Records Department.  Obtain information as


		necessary from case notes.





	A3.	To file all diagnostic reports and essential documents in the appropriate


		medical record or distributed appropriately.





	A4.	To deal with telephone calls and other enquiries appropriately and sensitively.  


                       Responding to patients requests for information.  Obtain information as


  		necessary from case notes.


		


	A5.	To liaise and co-ordinate with other services to ensure the maintenance of 				quality health care to the Trust’s patients or to assist those services to 


		undertake their function.  Obtain information as necessary from case notes.





	A6.	To prioritise and take appropriate action concerning clinical investigations


		within guidelines provided by medical staff.  Inform doctor where results


		require urgent attention.





	A7.	To maintain administrative procedures, medical record practices and systems


		within the department to meet the Trust’s standards.





	A8.	To use computerised Clinical Patients System where appropriate and provide


		statistical reports.  





	A9.	To work flexibly and perform other duties for medicals secretarial colleagues in


		times of need.





	A10.	To maintain patient and staff confidentiality.





	A11.	To cooperate with and participate fully in any provision designed to promote


		health and safety including:





		a) reporting any deficiency in health and safety systems or documentation to


		    own line manager of manager of area concerned;





		b) attending Occupational Health for health surveillance / vaccination following


		    accidents and for monitoring as laid down by Trust policies;





		c) co-operating with and attending training provided for health and safety


		    purposes.





	A12.	To carry out such other duties as may be reasonably delegated.





	A13.	To promote and maintain quality issues.





	A14.	To adhere to and implement the Trust’s policies and procedures.








JOB SPECIFIC TASKS





B GENERAL





	B1.	To support consultant as required when s/he is involved as a Committee 


		Consultant or when their involvement or expertise is otherwise required


		beyond their clinical commitment.�


	B2.	To take and produce minutes.





	B3.	To construct medical staff rotas by liaison with an authorised doctor.





	B4.	To maintain specialty specific databases.





	B5 	To monitor the impact of doctors holiday, on call, night duty, etc to identify


		potential service implications, taking action, including restriction on clinics or


		other patient activity, as appropriate.





	B6	To obtain case notes.





	B7	To file case notes.





C  USUALLY SPECIALTIES WITH WAITING LISTS





	 C1.	To organise the in-patient and day-patient activity of the specialty involved, 			including all notifications to patients for admission to Ward and Day Ward and 			organising attendance at Pre-Operative Assessment Clinics where appropriate.





	C2.	Following guidelines provided by medical staff,  to prepare and distribute lists


		for theatre sessions.





	C3	To maintain an up to date waiting list for the Consultant.





	C4	To ensure potential long waiters are identified and take appropriate action.





	C5	To  respond to any cancelled admissions, ensuring  Consultant has full theatre


		list.  Arrange replacements, update records and ensure appropriate letters are


            	sent to GPs and patients.





D USUALLY SPECIALTIES WITHOUT WAITING LISTS





	D1	To receive diagnostic reports and take priority action based upon general


		guidelines provide by medical staff.  Ensure abnormal results are brought to the


		attention of medical staff.





	D2	To notify GP and patient of any treatment to be organised following diagnostic


		report.





	D3	To check that correct investigations have been requested following out patient


		appointments.





	D4	To organise in-patient investigations following out patient appointment or


		receipt of test results, ensuring the issue of patient instructions and booking of


		bed.








note: While some of these duties also appear to section A Core Tasks, there is a greater emphasis on such work in these specialties.
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