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	Job and Person Specification  

	Job Title:

	Breast Screening Administrator

	Page 

	4


	Reporting to:

	Administration Manager
	Grade or Level

	

	Job Location 


	Jarvis Centre - Guildford
	Version No

	1




Job Specification                                               

	Overall Purpose of the Job (Outline the purpose of the job, what is the reason for the job, what must it achieve and how does it contribute to the success of the business?)

	To provide a broad range of administrative functions, utilizing relevant IT systems to support the delivery of a high Quality Breast Screening Service.  
To ensure patient and customer focus is central to the commercial success of the Business.



	Key Working Relations (List the internal and external roles that this post has key interaction with)

	· Team Leader breast screening administrators

· Breast Screening administrators

· Client Groups including Patients, Screening Offices, GP Surgeries
· Clinical colleagues including Radiologists and Superintendent Radiographer
· Colleagues

· Mammography Services Manager


	


	Key Result Areas and Specific Duties (Key result areas should be related to the job objective. Provide a list of key result areas and specific duties to include people management and key performance indicator areas)

	Patient Administration 

· Register patients accurately on to the NBSS computer System and provide patients with requisite administration, correspondence and relevant information throughout the patient journey;

· Ensure that appointments are booked appropriately on the NBSS computer system.

· To deal effectively with patient enquiries, queries and appointment requests by telephone, providing accurate information;

· Deal effectively and sensitively with all issues relating to patients in an appropriate, factual and confidential manner;
· Breast screening clinic preparation in advance of mobile or Jarvis screening;

· Process screening clinic information once screening clinic is complete and closed;

· Participate in the development of assessment and technical clinic preparation;

· Support reception duties as required within team rota;
· Ensure relevant patient paperwork is scanned into the system in a timely manner;

· Follow all procedures in the event of a customer complaint or incident and report to line manager;

· Undertake any ad hoc administrative duties as requested by the Administration Manager as and when requested; 

· To adhere to all policies and procedures applicable to job role;

General

· Participate in Governance activities, audits, personal development and team meetings

· Adhere to Health and  Safety requirements pertinent to the environment and equipment

· Share Knowledge of administrative tasks with colleagues
· Maintain a clean and safe working environment

· Comply Information Security Management.

· Document processes in relation to the role as and when required.

· Ensures due regard is given to the customs, values and spiritual beliefs of patients and to ensure patients views are sought and taken into account

· Promote the good name of InHealth in the Breast Screening environment.

This is not a restrictive list of duties and all members of InHealth may be required to carry out additional tasks within their capability.  All members of staff are required to participate in appraisals, self development, mandatory and statutory training.

	


	Core Competencies (List competencies from Competency Framework usually a maximum of 5, focus on those that are specific to the job and are essential for is success) 

	· Communication
· Customer Service

· Flexibility/Adaptability

· Planning & Organising

· Team Working

· Technical Knowledge & Skills



Person Specification                                               
	Knowledge (What knowledge is required to enable the person to be successful in this role?)

	Essential:
	Desirable:
	Tested By

	· Administration Processes
· How to communicate with the public

· How to deal with conflict situations


	· Patient Confidentiality

· Data Protection Awareness


	Skills and Experience (What skills and experience is required to enable the person to be successful in this role?)

	Essential:
	Desirable:
	Tested By

	Skills
· Proven computer literacy with Microsoft Packages

· Effective communication Skills both on the phone and face to face

· Proven Verbal and written skills

· Proven level of accuracy and attention to detail
· Organisation skills
Experience

	Skills
· Use of database systems

· Audio Typing of reports and letters

· Medical Typing (Interview test)
Experience

· Customer Service environment

· Previous experience working within a healthcare sector company.




	Qualifications and Special Training (What is the level of education that is required to enable the person to be competent in this role?)

	Essential:
	Desirable:
	Tested By

	· 4 GCSE’s Grade C or above Including English or equivalent

	· NVQ Business Administration or Customer Service or similar
· IT Training Certificate

· Other qualifications applicable to an administration role




	Personal Requirements (What are the key personal attributes required for this role?)

	Essential:
	Desirable:
	Tested By

	· The ability to be able to work with other employees as part of a multi skilled team.
· Professional Manner
	· Customer/Patient Focused
· Flexibility in working patterns to fulfil unexpected clinical requirements.

· Ability to prioritise tasks


	Other Requirements (Are there any other requirements needed i.e, evidence of CPD, Manual handling, clinical contact with patients, equipment and machinery?)

	Essential:
	Desirable:
	Tested By

	
	              


	Employee Signature:
	Line Manager Signature:

	
	

	Date:
	Date:
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