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Data Entry Officer/ Administrator
Job Description 

Accountable to: 	Practice Manager / Assistant Practice Manager

Job Summary: 	Be responsible for pre-determined data contained in the scanned documentation, following a Practice developed protocol and ensuring it is recorded / dealt with appropriately.  To provide a confidential and timely service.

Duties & Responsibilities 
Data Inputting
1. Ensure all paperwork received and dealt with in order of date of receipt / urgency 

2. Scanning the paperwork into the patient’s medical record, in a timely manner, whilst undertaking appropriate checks to ensure correct patient – when scanning clerk is on leave. 

3. Working through a pre-agreed proforma to identify relevant information and ensure it is recorded into the patient’s record, such as:
Department visited and procedure undertaken/treatment/diagnosis
Basic patient information (smoking status, alcohol intake, BMI, carer status etc)
Measurable values such as BPs, urine and blood test results, etc and recording the date when any tests need repeating
Ensuring Quality and Outcomes Framework (QOF) performance markers are captured (which includes measurable values)
Ensure dates are entered correctly, matching the correspondence
Etc
Using READ codes as advised and using templates where available

4. Liaising with a clinician/management if  there is query with any part of the data.
5. Using Workflow within Docman to forward relevant documents to the Clinicians and others

6. Highlighting in Docman all actions undertaken and those to be undertaken by a clinician

7. Ensuring any paperwork that cannot be scanned is passed back to the relevant reception team for filing in the patient’s paper records 

New Patients
1. To check full patient history report after they have had their records summarised, for any QOF and other relevant data that can be captured from previous practice.

Interaction with Other NHS Organisations: 
1. For illegible and/or incomplete data, to contact the initiating organisation and obtain the information required. 

Use of Computer
1. Be able to use the clinical system and Docman with confidence for the necessary data inputting.

2. Maintain the computerised medical record,

3. Operate the computerised appointment system.

Summarising
1. Summarise the patient medical record extracting data for input onto the computer system recording all chronic diseases, immunisations, allergies, major surgery, family history and previous history 
2. When entering summarised data onto the clinical record Input using relevant read codes and / or templates, linking to problems and chronic disease registers if appropriate

Quarters End 
1. Carrying out quarter end registration links and maintaining records for patient data. 


Medical Terminology and Medication
1. To have an understanding of medical terminology and medication and an interest to know more.
 
2. To develop a clear understanding of when an issue requires clinician input (supported by the job protocol, common sense and experience). Asking questions when unsure.

Operation of Telephone System
1. Receive and make calls as required, divert calls and take detailed messages as appropriate.

2.    Answering the phone for patient calls when required  to aid the reception team.

Meetings and Training: 
1. Actively participate in staff meetings that will be held from time to time

2. Participate in any in-house training that may be provided and attend any external training courses as may be considered appropriate.

Other: 
1. Respond to critical alert messages where appropriate.

2. Use of a variety of office equipment as appropriate (e.g. fax, scanners, photocopier etc) 

3. Use of smartcard 

4. Choose and book / referral letters 

5. Private income/ non NHS work/ Solicitors requests 

6. Able to travel to other SSP Health sites when required 

7. Cover for colleagues in the event of absence through sickness or holidays as required.

8. Undertake any other delegated duties appropriate to the post

9. Able to work evenings or weekends if required

10. This job description may be altered and amended as the role develops 

Confidentiality:

· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately
· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, Practice staff and other Healthcare workers.  They may also have access to information relating to the Practice as a business organisation.  All such information from any source is to be regarded as strictly confidential
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the Practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Health & safety:

The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy, the Practice Health & Safety manual, and the Practice Infection Control Policy and published procedures. This will include:

· Using personal security systems within the workplace according to Practice guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
· Making effective use of training to update knowledge and skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
· Actively reporting of health and safety hazards and infection hazards immediately when recognised
· Keeping own work areas and general / patient areas generally clean, assisting in the maintenance of general standards of cleanliness consistent with the scope of the job holder’s role 
· Undertaking periodic infection control training 
· Reporting potential risks identified

Equality and diversity:

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
· Behaving in a manner which is welcoming to, and of, the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/professional development:

The post-holder will participate in any training programme implemented by the Practice as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality:

The post-holder will strive to maintain quality within the Practice, and will:

· Alert other team members to issues of quality and risk
· Assess own performance and take accountability for own actions, either directly or under supervision
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance
· Work effectively with individuals in other agencies to meet patients needs
· Effectively manage own time, workload and resources



Communication:

The post-holder should recognize the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognise people’s needs for alternative methods of communication and respond accordingly

Contribution to the implementation of services:

The post-holder will:

· Apply Practice policies, standards and guidance
· Discuss with other members of the team how the policies, standards and guidelines will affect own work
· Participate in audit where appropriate

















Person Specification
Data Entry Officer/Administrator 

Qualifications and Experience
Good level of general education including qualifications 
in English and Maths 								E

Data Entry Experience 							E

Computer Skills 								E

Previous experience of working within a General Practice 			E

Experience of Scanning 							E

CLAIT, ECDL or similar IT qualification 					D

Skills
Good Communication Skills (both written and verbal)			E

Must be able to prioritise and have good organisational skills		E

Must be able to adhere to quality standards and systems protocols		E

Familiar with Medical Terminology and Medication				E

Able to exercise initiative in handling matters of minor importance 
[bookmark: _GoBack]not clearly defined within the scope of the job description			E

Experience of dealing with the public over the telephone			D

Able to prioritise								E

Attitude
Confident with good interpersonal skills					E

Efficient and courteous manner and behaves with that tact, 
sympathy, diplomacy and able to remain pleasant at all times. 		E

Must be willing to work flexible hours						E

Must be able to work as part of a team and alone				E

Must be confidential								E

Must have a pleasant, helpful manner 					E

Must be willing to embrace change  	 					E

E= Essential     D= Desirable


image1.png
SREALTH




