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JOB DESCRIPTION

	 Job Title:  
	Senior Clinical Administrator

	Grade / Role:
	Professional 3C

	Reports to:  
	Head of Occupational Health & Wellbeing

	Section:  
	Occupational Health

	Department:
	People



	
Job Summary


	
This is a senior administrative role within Occupational Health, which is a busy center running a number of clinics daily for employees. It is a confidential service due to medical information held on employees. The role involves managing the work and preparing the Occupational Health clinics and supporting clinicians and contractors. Managing enquiries, resources, equipment, and consumables in line with the budget. Dynamically booking appointments and resourcing them appropriately to maximise capacity, managing waiting lists, updating patient records and databases and dealing with confidential information. You will process clinical reports and request medical information as well as managing ill health retirement medicals. 








	
Responsibilities and Duties


	
· Oversee the running of the clinics, ensuring dynamic booking of appointments is used to maximise service delivery. Managing clinician diaries, health screenings and medical caseloads efficiently to ensure people are seen within the service level agreement (SLA) times. Where SLAs are out of target to work with the Head of Occupational Health to reduce the waiting list.
· Supervise the clinical administrator role, including effective 1 2-1, training and conducting appraisals
· Supporting the Doctor, Clinicians and the Head of Occupational Health & Wellbeing
· Ensuring administration and clinical coverage is adequate for all 46 weeks / year. 
· Ensure clinic rooms are tidy and maintained. 
· Quality assure and send out the Occupational Health Physician reports and action appropriately.
· Correspond with GP's and consultants after gathering the correct consent.
· Deal with other contractor reports and maintain a good working relationship with all external contractors such as counsellors.
· Process orders and pay invoices
· Manage budgets and business planning.
· Works effectively with human resources and managers supporting them through the processes
· Gather all the information required to process Ill- Health retirement applications and send this off to the IQMP and IRMP respectively (ops and non-ops) and be the point of contact between the IQMP / IRMP and WMFS 
· Dealing with requests for Deferred pensions, After Appearing Qualifying Injury Awards and routine Pension Reviews, arranging appointments with the brigade doctor, collating information from GP’s and specialist consultants and preparing the medical bundles for the IQMP/IRMP (Independent Qualified Medical Practitioner, Independent Regional Medical Practitioner)
· Maintaining strict confidentiality of employees personal data, complying with GDPR and reporting any breaches immediately.  Maintain a clean, tidy, effective working area at all times and do not leave any confidential paperwork out on the desk.
· Deal with data management requests, Freedom of Information and Subject Access Requests (SARs) and solicitor requests.
· Organising meetings, taking minutes and writing Standard Operating Procedures in relation to role.
· Effectively managing queries, incoming calls and emails.
· Maintaining accurate and up-to-date patient records  
· Prepare patient timelines 
· Assist with collecting data on services used and improvements made.
· Sending equipment off for calibration and ensuring there is back-up equipment.
· When assistant is not available to cover their role of organising the daily patient list and drawing the relevant files and carry out reception and general administration duties.














	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· The role has limited ability to work from home due to the physical presence required at clinics that run between 9am – 430pm.  The role is also required beyond those times.
· The role may visit other sites however this is rare.







	
Role related knowledge, skills and experience


	
Essential 
· Demonstrable experience of working and managing workload in a clinical administration environment
· Excellent customer service skills - be helpful, empathetic and reassuring if dealing with patients  
· Ability to communicate with people with various levels of medical knowledge in both written and verbal forms
· Problem solving & analytical skills 
· Flexible and cooperative 
· Maintains confidentiality and works accurately and methodically  
· Ability to identify and develop process improvement to ensure efficient processes to support clinical services.
· Some experience in a healthcare setting
· Able to use their own initiative  
· IT skills, competent in the use of Microsoft packages  
· Good spelling and grammar  
· Organisational skills  
· Confident and polite with good behaviours in line with our code of conduct
· Remain calm when under pressure.  
Desirable
· Able to drive









	
Qualifications


	
Essential
· Good standard of education to A level or degree standard or equivalent or equivalent experience.




Desirable
· Management qualification
· Health related qualification






	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Enhanced
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