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Receptionist/Radiographic Assistant

Location: Jarvis Breast Centre

Reports to: Administration Manager 

Working with: Patients, Clients, GPs, NHS Trusts, Clinical and Non-Clinical Colleagues, Patient Referral Centre, Head Office support functions, Suppliers 



Introduction:
InHealth is the largest NHS Breast Screening Programme (NHSBSP) provider in England and our Surrey and North East Hampshire (also known as ‘the Jarvis)’ Breast Screening Service (BSS) that has an eligible population of approximately 186,000 women invited to screening over a 3-year screening round, is the largest of all our breast screening services in England.  The staffing structure has over fifty members of staff.

The static breast screening unit is located at the Jarvis Breast Centre and provides screening and assessment service. Screening is also carried out on five mobile units covering a large geographical area throughout Surrey and Northeast Hampshire.  Screening patients are referred to six NHS Trusts for surgical and oncological treatment.

What you will do:

To provide a professional, compassionate and efficient frontline reception service at the Jarvis Breast Centre. You will be the first point of contact for clients, ensuring timely registration and greeting and welcoming clients in a professional and friendly manner.

You will also support our Mammography team as a Radiographic Assistant. This post involves downloading images from five mobile units, onto the existing PACS system on a daily basis, checking paperwork and tracking each individual batch, maintaining a master reporting information whiteboard, and organising post reporting paperwork for arbitration or data entry. The post holder must operate, according to protocols, the transfer of images to and from other centres by IEP. Plus, other administrative roles as required

What you are responsible for:
Communication Skills
· Liaise closely with all members of the Breast Screening team to ensure smooth running of the Hub and Reception.
· Contact other Breast Screening Centres/Hospitals by phone, IEP and e-mail to request previous images.
· Communicate with all multidisciplinary team members to ensure safe, timely, transfer of data to and from mobile units/ other hospitals as required.
· Participate in monthly staff meetings both to absorb changes to service provision, and to promote ideas in improvement.
  
Technical
· Responsible for downloading images from a portable hard drive onto PACS system, daily for five mobile units, checking and recording the total number of images downloaded.
· Use of computer on a daily basis.
· Using NBSS notepad to record all occasions of image transfer to and from the Jarvis.
· Process and send out normal result letters, ensuring that every client has the correct outcome.

Planning and Organisation
· The post holder is responsible for recording any changes to administration procedures in order to ensure their permanent inclusion in departmental protocols.	
· Be responsible for completing relevant paperwork ie. Right Result Form, ensuring accuracy and accountability for all paperwork.
· As part of the requirements of the Quality Management System (QMS) the post holder must identify discrepancies in paperwork.
· When office staff have retrieved the files of the women who attended the mobile units for screening, collate the screening sheets returned from the mobile, and paperwork, ready for image reporting.
· Coordinate the accurate record of batch reporting, by maintaining a master whiteboard.
· Liaise with team members when the transfer of goods and data requires a courier. Prepare goods for transfer ensuring accurate and timely delivery / collection, commensurate with Information Governance Protocol.
· Where old images have been requested and have not been received, the current paperwork is transferred to the priority batch. The post holder tracks the status of the images and prioritises the order in which the film reader reads the films once old images have been received. The post holder must ensure that the paperwork is returned to its original batch / priority batch.
· Once the images have been double read and if necessary, consensus read, the post holder checks all the relevant boxes on the Right Result sheet have been completed by the film readers and match client screening sheet. 
· Monitor stock levels of paperwork for mobile units.
· Maintain records of all compliments received. Photocopy and distribute copies as necessary.

Physical Skills 
· The post holder must be able to lift film batches onto purpose made units / on and off purpose made trolleys.
· Transfer batch boxes to various area’s of the department. e.g data entry.
 
Personal and People Development
· Attend monthly staff meetings contributing ideas for service improvement.
· Attend mandatory training as required.
· Share information and current practice with part time colleagues, and train new members of staff as required.
· The post holder is encouraged to show an interest in all areas of the department, observing where appropriate.


Responsibility for Information Resources
· Essential to have an understanding of the department PACS and NBSS systems. Liaise closely with PACS managers when problems occur.
· Keep records of requests for image transfer / file transfer. 

Freedom to Act
· Work unsupervised in the Hub area with senior staff always available in the department for help or advice
· Manages own daily workload with decisions on prioritising work to meet the departments needs.

Health, safety and security
· Observe and apply trust policies and departmental protocols.
· Act as fire Wardens when designated.
· Adhere to Information governance protocols when transferring sensitive data.
· Be aware of the Health and Safety COSHH and manual handling regulations where appropriate.
· Take responsibility for ensuring that their own knowledge of management and departmental policies and procedures is up to date.	

Quality
· Works to local Quality Management Systems (QMS protocols and procedures eg Right Result Form)
· The post holder has responsibility for maintaining accurate reporting batch records to ensure a continuous flow of work. The service is responsible for screening over 210,000 women per 3 year-round.

Equality, diversity and rights
· The post holder has a responsibility to support, promote or develop a culture which promotes equality and diversity.

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. This position is subject to ISA regulations.

What people see in you:
· A team player who is supportive, reliable and trustworthy 
· 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:
· Have GCSE Maths & English or equivalent
· Have evidence of technical competence with databases/IT systems
· Be skilled at administration processes and proficient with Microsoft packages
· Be experienced in dealing with customers and/or patients and know how to handle their queries effectively and sensitively 
· Conduct yourself in a professional manner with both patients and colleagues 
· Have good listening skills with an ability to present information logically
· 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
· Be flexible in your working patterns to fulfil clinical requirements and be willing to adjust these at short notice to accommodate unexpected changes


You have experience of:
· Working within a customer or patient focused environment
· Using Microsoft packages and other IT systems
· Working independently and as part of a wider team 
· Using effective communication skills with customers and the public
· Working with multi-skilled colleagues as part of a multi-disciplinary team
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