Lyndhurst Surgery
Job Description – Workflow Administrator
	JOB TITLE:
	Workflow administrator

	RESPONSIBLE TO:
	Practice Manager

	RESPONSIBLE FOR:
	n/a

	JOB PURPOSE:
	· To support GPs by managing incoming clinical correspondence and proactively work to reduce GP time spent on non-clinical work
· To improve the patient journey and for helping the Practice to manage workload more effectively and efficiently
· To ensure effective communication between patients, colleagues and external providers
· To act as a point of contact for problems and queries


	MAIN DUTIES AND RESPONSIBILITIES

	· 
	To work proactively and on own initiative to manage all incoming correspondence

	· 
	Review all correspondence and take the required action, according to the Workflow Protocol (WfP)

	· 
	To liaise with patients, carers, colleagues, hospitals and other agencies as necessary

	· 
	To keep patient records accurate and up to date

	· 
	To work efficiently and effectively, prioritising tasks to ensure timely completion

	· 
	Feedback relevant information to the GPs and other members of the team and forward letters according to the WfP

	· 
	Sends TASKS to Medical Secretaries, Receptionists and other members of the team, according to the WfP

	· 
	Assisting with daily scanning of documents on to the EMIS clinical system

	· 
	Give out normal blood test results to patients 

	· 
	Attend internal/external training courses and meetings as advised

	· 
	To be flexible to meet the needs of the GPs

	· 
	This job description is not exhaustive and may be adjusted periodically after review and consultation. You will also be expected to carry out any reasonable duties which may be requested from time-to-time

	· 
	Work safely at all times in accordance with Legislative requirements and Practice Policy and Procedures
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