Patient Facing Administration Assistant – Job Description
Job Title
Patient Facing Administration Assistant
Location
GP Surgery / Medical Practice
Reports To
Practice Manager / Administration Team Leader
Hours
[Insert contracted hours]

Job Purpose
To provide a professional, efficient and patient-centred administrative service within the GP practice. The post holder will act as a first point of contact for patients and visitors, supporting the smooth running of the surgery whilst maintaining confidentiality and delivering excellent customer service.

Main Duties and Responsibilities
Patient Services
· Welcome patients and visitors in a courteous and professional manner.
· Process patient requests in line with practice procedures.
· Signpost patients to the most appropriate healthcare professional or service.
Administrative Duties
· Scan, code and file clinical correspondence and documents accurately.
· Process incoming and outgoing mail.
· Maintain accurate patient records in accordance with GDPR and NHS confidentiality requirements.
· Support clinicians and managers with administrative tasks as required.
· Monitor shared inboxes and respond to routine enquiries.
Communication and Teamwork
· Communicate effectively with patients, colleagues, healthcare professionals and external organisations.
· Work collaboratively as part of the wider practice team.
· Escalate patient concerns, safeguarding issues or significant events appropriately.
· Maintain a calm and professional approach in challenging situations.
Compliance and Confidentiality
· Adhere to all practice policies, procedures and NHS guidelines.
· Maintain strict confidentiality at all times.
· Participate in mandatory training and continuous professional development.
· Support health and safety, infection control and equality and diversity standards within the practice.

Person Specification
Essential Criteria
Qualifications
· Good standard of general education including GCSE English and Maths (or equivalent).
Experience
· Previous experience in a customer service or administrative role.
· Experience of working in a busy office or reception environment.
· Confident using IT systems and Microsoft Office applications.
Skills and Knowledge
· Excellent communication and interpersonal skills.
· Ability to remain calm under pressure.
· Strong organisational and time management skills.
· Ability to work accurately and pay attention to detail.
· Understanding of confidentiality and data protection principles.
· Ability to work independently and as part of a team.
Personal Qualities
· Professional and approachable manner.
· Empathetic and patient-focused.
· Reliable, flexible and adaptable.
· Positive attitude and willingness to learn.

Desirable Criteria
· Previous experience working within the NHS or primary care.
· Knowledge of GP clinical systems such as EMIS or SystmOne.
· Understanding of NHS services and pathways.
· Experience handling confidential medical information.

Additional Information
The post holder may be required to undertake other duties appropriate to the role and grade as reasonably requested by the Practice Manager or Partners. Duties may vary according to the needs of the practice.

