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Job Title:    Admissions Officer  

 
Responsible to:  Admissions Manager/Business Manager   
 
Key Working Relationships: Admissions Supervisor, Admissions Team, Business   

Manager, Director of Operations, Theatre Manager, 
Business Development Manager  

 

 
Key Duties & Responsibilities 

 
Patient Bookings  
 

 To act as the first point of contact for patients, consultants, secretaries,  third 
parties and members of the general public for all inpatient enquiries/bookings.  
 

  To provide a professional and high standard of customer service.  
 

 To ensure that all patients are financially cleared and pre authorised prior to 
admission. 

 

 Verify patient’s medical insurance details and levels of cover prior to 
admission and ensure that patients are fully aware of the extent of their cover. 

 

 Inform the Consultant’s Secretary or the patient directly if the patient does not 
have adequate medical insurance to cover their admission in full. 
 

 Work with the wider team to ensure that all resources are being utilised 
efficiently.   

 

 To liaise closely with the nursing staff to build and maintain good relations and 
a high level of communication.   

 

 Provide a high quality information service to all patients ensuring that patient 
information leaflets are sent prior to admission.   

 

 Maintain close liaison with the Ward and Medical Insurance Companies via 
their Care Management Teams of extended stay patients, providing medical 
reports as necessary. 

 

 Assist with all booking and reservation procedures. 
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 To Liaise with Pre Admission team and arrange  pre-assessment 
appointments for all medically required patients 
 

 Confirm room and theatre availability for admissions.  
 

 Assist with the preparation and checking of daily lists of admissions and 
theatre cases and distribute accordingly. 

 

 Advise all relevant Hospital departments of admissions and emergency 
admissions when required. 

 

 Deal with daily emails / bookings received from consultants and secretaries. 
 

General 
 

 To provide the highest standard of communication through all modes:  
 in-person, via telephone, e-mail and /or written. 
 

 Ensure consultants and their secretaries receive helpful responses to 
  their requests for information. 
 

 Ensure telephones are answered promptly in a polite and 
professional manner and using tact and discretion when dealing with telephone 
enquiries from customers   

 

 Ensure paperwork is filed daily. 
 

 Ensure that all booking information is inputted into Compucare in 
  real time. 
 

 Ensure that all Hospital Health and Safety and Security policies are 
 read  and complied with at all times. 

 

 Attend monthly departmental meetings. 
 

 Maintain patient and Hospital confidentiality at all times. 
 
 
 
Other duties 
 
To undertake any other ad-hoc duties as requested, commensurate with grade. 
 
This job description is intended as a basic guide to the scope and responsibilities of 
the post and is not exhaustive.  It will be subject to regular review and amendment 
as necessary in consultation with the post holder. 
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PERSON SPECIFICATION 

 

 It is essential that the post holder possesses medical terminology, a happy 
outgoing personality, and is able to deal with queries from patients, visitors, 
Consultants, other hospital staff and outside referrers efficiently and 
courteously. Experience in delivering high standards of customer service is 
also essential.   
 

 The post holder must be able to impart information clearly and concisely. 
 

 The post holder must be Computer literate and competent in word and excel. 
 

 The post holder must demonstrate a proactive and positive approach and stay 
calm and polite at all times. 
 

 The post holder must demonstrate the ability to work methodically, as part of 
a team or alone. 

 
 

 
 

 
 
 
 
 
 
 
 

 


