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Patient Administrator

Location: North & East Devon Breast Screening Centre, Exeter

Reports to: Administration Manager

Working with: Clients, Clinical & Non-Clinical Colleagues, Consultant Radiologists, GPs, Host NHS Trust.



InHealth sees more than 5 million patients each year and diagnostic imaging is one of the busiest services we provide. Our Administrators are a vital part of the InHealth team and they are responsible for making sure our clients receive the best customer service from initial telephone contact through to arrival. 
The North & East Devon Breast Screening Service (BSS) has an eligible population of approximately 90,000 women who are invited to screening over a 3-year screening round. The static breast screening unit which is currently located inside the Matford Business Centre, Marsh Barton, Exeter provides an invaluable community screening and assessment service.
What you will do:

As a Patient Administrator you will deliver a professional and patient-focused service, working alongside your clinical and non-clinical colleagues in our dynamic and fast-paced site. As an integral part of our administrative team, your skills will help us to deliver on our vision to make healthcare better. 

By applying professionalism and expertise, you will play a pivotal role in how we support our screening clients through their healthcare journey. Using IT systems and digital technologies, you will make sure that our clients feel informed and engaged throughout their diagnostic pathway. You will also work with colleagues to provide administrative support for the imaging services we provide. 

Key Responsibilities:

· Manage the Breast Screening appointments booking line, handling telephone and in‑person enquiries promptly and effectively, ensuring appropriate information is provided and queries are prioritised.
· Monitor and respond to Breast Screening email correspondence, liaising with clients to arrange, amend, or confirm appointments.
· Update appointment bookings and client information using the NBSS and Breast Screening Select systems.
· Maintain the Breast Screening waiting list, ensuring appointments are scheduled in a timely and efficient manner.
· Prepare clinical documentation for screening clinics and audit returned clinical data to ensure accuracy and completeness.
· Request previous screening imaging using the Image Exchange Portal
· Complete weekly data accuracy reports, ensuring all processes are correctly followed and comply with the Right Results Pathway.
· Provide cross cover for any annual leave or colleague sickness.
· Participate in governance activities, audits, continuous personal and team development, and regular team meetings.
· Ensure respect for clients’ customs, values, and individual needs, taking their views and any additional requirements into account.
· Maintain a clean, organised, and safe working environment.
· Monitor and manage stationery stock levels to support clinic operations.
· Scan and electronically file client documentation in accordance with record‑keeping standards.
· Comply with ISO standards relating to information security management and confidentiality.
· Report all incidents and complaints in line with organisational policy.

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

What people see in you:

· A team player who is supportive, reliable and trustworthy 
· A positive attitude with a helpful and proactive approach to customer service
· Great organisational skills with a proven ability to plan ahead 
· Someone who can be flexible and adapt to their working environment
· A great communicator at all levels, written and verbal
· Someone who is approachable, dedicated and hardworking
· An individual who is empathetic and cares about people

You will:

· Be skilled at administration processes and proficient with Microsoft packages
· Be experienced in dealing with customers and/or clients and know how to handle their queries effectively and sensitively 
· Conduct yourself in a professional manner with both clients and colleagues 
· Have excellent listening skills with an ability to present information in a logical manner
· Be able to demonstrate an appreciation of patient care and confidentiality 
· Have an understanding of data protection and its importance in the workplace 
· Have a proven level of accuracy and attention to detail

You have experience of:

· Using Microsoft packages and other IT systems
· Working independently and as part of a wider team 
· Using effective communication skills with clients and the public
· Working with multi-skilled colleagues as part of a multi-disciplinary team
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