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Job Description

	Job title:
	Day Unit and Pre-admission Clerk 


	Accountable To:
	Clinical Operations Manager


	Reports To:
	Day Unit Sister / Pre-Admission Sister


	Key Working Relationships:
	Multi-disciplinary team members



	
	


Job Summary

1. To assist in the efficient running of the Day Unit by acting as a Day Unit receptionist.
2. To assist in the efficient running of the clinic by assisting with diary management and booking appointments.
3. To be responsible for compiling of patient record pre-admission, and maintaining the patient’s medical records on the Day Unit according to hospital policy and procedures.

4. To ensure that accurate revenue is captured by entering the consumable Day Unit charges onto the patient record.
5. To provide clerical and administrative support for the clinic and on the Day Unit.
Job Role

Communication
1. To act as Day Unit receptionist, to welcome and assist patients, relatives and other visitors on arrival to the Day Unit and inform appropriate Day Unit staff.
2. To answer incoming telephone calls and deal with queries.
3. To be responsible for the transmission of any messages accurately and comprehensively.

4. To assist in arranging appointments for inpatients and pre-admissions, and authorisation for third party tests.
5. To arrange appropriate patient transport.
6. To update the bed state daily and to liaise with the Admissions Office throughout the day to inform them of any relevant changes and update the bed board on Compucare as required. This includes room booking for PAC.
7. To print the booking forms, theatre and admission list as required.
8. To develop and maintain good working relationships between all departments within the Hospital and all members of the multi-disciplinary team.

9. To maintain appearance and behaviour in keeping with a member of the professional Day Unit team and to co-operate with and gain an understanding of the professional roles of others.
10. To be responsible for sending out and receiving confidential correspondence from patients, consultants and other departments.
11. To ensure confidentiality and comply with the terms of the Data Protection Act at all times.

Medical Records

1. To assist with all the necessary clerical functions for pre-admissions clinic - compiling of the patient for admission to the hospital.

2. To prepare notes for the admission of new patients to day unit, ensuring previous admission notes are available.

3. To assist nursing staff in obtaining laboratory results from the computer.
4. To print all the inpatient imaging results from PACS.
5. To maintain the inpatients’ medical notes, and other associated documentation in accordance with hospital policy.
6. To update patients’ accounts by entering consumable items onto the computer promptly.
7. To enter pre-admission charges to the patient account.
8. To be responsible for entering and updating accurate data onto Compucare and MedDBase.
9. To complete all necessary clerical functions for the discharge of patients, prior to returning the file to medical records, this includes audits, entering KPI data and faxing the discharge summary to the GP as appropriate.

General

1. To be responsible for the ordering of stationery and hospital forms.

2. To carry out all Day Unit record keeping and any necessary photocopying and shredding as required by the Day Unit.

3. To carry duties as appropriate to the post, as required by nursing staff or Day Unit Sister e.g. the collection and distribution of mail (and flowers).
4. To request portering staff as required for delivering and collecting items.
5. To adhere to Health and Safety guidelines and report any problems where appropriate.

Human Resources

1. To observe all rules, policies and procedures of the Hospital.

2. To maintain a happy and supportive working environment.

3. To remain up to date with changing practices and when possible to make use of all training and development opportunities.

4. To actively participate with improvement of Day Unit administrative/clerical systems.
5. To assist with demonstrating the Day Unit IT systems to new staff e.g. MedD Base, Compucare, PACS
6. To assist and support any temporary Clerks.

7. To attend regular meetings with COM, Matron and appropriate Day Unit meetings to feedback to the Day Unit Sister.
8. To complete the Hospital and Day Unit specific induction and orientation program.

9. Attend lectures and informal teaching sessions relevant to area of work.

10. To comply with any training requirements stipulated by the hospital.

This Job Description is intended as a guide to the general scope of duties and is not restrictive or definitive in any way. It may be subject to review.
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