UNITED BRISTOL HEALTHCARE NHS TRUST

Division of Surgery Head & Neck
JOB DESCRIPTION
Post:


Booking & Admissions Officer

Grade:

Band 3 

Location 

Bristol Royal Infirmary Waiting List Office & Queens Day Unit
Accountable to:
Endoscopy/Medicine/Surgery/WLO Booking and List Coordinators
Responsible for:
Waiting List administration, working with Line and Divisional managers.
                        To carry out all associated tasks involved with negotiating     admissions                   dates with patients and clinicians within all performance target deadlines using relevant computer systems.
JOB PURPOSE/SUMMARY

The post holder will be responsible for following all processes and procedures to enable admission of patients to the Bristol Royal Infirmary for a procedure or surgery. This will involve negotiating admission dates with patients and clinicians within all performance target deadlines are met, ensuring accurate recording of patient details onto waiting/theatre lists on our PAS system and generating all appropriate documentation.
MAIN DUTIES AND RESPONSIBILITIES

· Responsible for maintaining accurate theatre diary systems for a particular specialty/ies ensuring consultant annual leave/study leave information is noted and agreed list cover is accurately recorded.

· Recording, maintaining and updating waiting list information on PAS, expediting surgery within agreed timescales and on the instructions of clinicians.

· Responsible for registering patients onto waiting lists in a timely fashion generating all associated paperwork with adherence to all partial booking system procedures and Trust policies.
· Negotiating and agreeing admission dates with patients, sending out confirmation letters or other appropriate correspondence within partial booking systems in accordance with the Trust Patient Access Policy as well as locally agreed procedures.
· Provision of patient information to Senior Coordinators for Primary Targeting List (PTL) reporting information for Cancer and Long wait patients.

▪
Responsible for re-booking of all patients who have been cancelled for clinical/non clinical reasons 


within agreed performance target deadlines.

· Monitoring, managing and validating Active and Deferred waiting lists, initiating appropriate action to address problems which arise to ensure patients do not breach maximum waiting times, and ensuring patients are given reasonable notice and choice of the date for surgery/procedure.

· Liaising with medical and theatre staff if necessary, to ensure efficient utilisation of theatres by ensuring theatre lists are filled according to consultant instructions and checking appropriate case mix of patients.
· To be responsible for investigating patients on the waiting list who are non-attenders and non-responders, liaising with GP’s and providing written/verbal information to all parties of the outcome.
· Using NSTS to verify correct patient/GP details and using CDS to check clinic letters and outcomes as required by medical teams.

· Communicating effectively and accurately, applying discretion and tact where necessary with written, over the telephone and face to face contact with patients, visitors, other trusts and external agencies.
· Assisting with the smooth running of Waiting List Office/Queens Day Unit by working as a member of a team, providing cross-cover when necessary and offering assistance to other team members as required.
· Assisting the senior Booking Coordinators with all training programmes for new members of staff on the Patient Access policy and with all aspects of waiting list procedures and processes.

· Developing the above services in accordance with the needs of the hospital or as agreed with senior managers.
· To be flexible to adapt to agreed changes of working practice as necessary to facilitate new initiatives  undertaking any other suitable tasks as agreed with the line-manager.

·  To comply, and remain up to date with, changing practices and policies (e.g. Patient Access Policy)  

· To be responsible for own development.

· Maintaining and promoting the health and safety of self, patients and members of staff.
· Deputising for senior Booking Coordinators as and when required.

GENERAL INFORMATION

Job Descriptions

All job descriptions are subject to review.  Jobholders are expected to be flexible and be prepared to carry out any similar or related duties that do not fall within the work outlined.  Any review will be undertaken by the line manager, in consultation with the post holder.

Health & Safety

Under the provision contained in the Health and Safety at Work Act 1974, it is the duty of every employee to:

1. Take reasonable care of themselves and for others at work;

2. To co-operate with the Trust, as far as necessary, to enable them to carry out their legal duty;

3. Not to intentionally or recklessly interfere with anything provided, including personal protective equipment for health and safety and welfare at work.

Clinical Governance

Clinical Governance is the framework through which this Trust is accountable for continuously improving the quality of its services and safeguarding the high standards of care.  It does so by creating and maintaining an environment in which excellence in clinical care will flourish.

Every member of staff must work within this framework as specified in his/her individual job description.  If you have concerns on any Clinical Governance matters these should be raised with your line manager, professional adviser, or a more senior member of management.  Your attention is also drawn to the Trust guidance on Raising Concerns about Provision of Patient Care.

The Working Time Regulations 1998

You are required to comply with Trust policy on implementation of the Working Time Regulations, including declaration of hours worked and breaks taken, completing written records if required, and reporting any instances where your pattern of working hours may constitute a health and safety risk to yourself, patients, the public and other Trust employees.  You have the right not to be subjected to any unlawful detriment by reporting any concerns under the Regulations.

Additional Work

You are required to disclose any additional work you undertake or are planning to undertake for another employer.  The Trust will permit you to undertake this additional work providing the Trust is satisfied that this does not conflict with the interests of the organisation, performance of your normal duties or with the requirements of the Working Time Regulations.
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A&C Band 3

Booking & Admissions Officer, Waiting List office

PERSON SPECIFICATION
	
	Number each point
	Essential


	Number each point
	Desirable

	Qualifications / training
	QT1

QT2


	IT literate to include Microsoft Office 

E-mail


	QT3

QT4


	Excel Spreadsheets programmes.

Knowledge of PAS,  BEA, admissions and ward procedures

ECDL



	Experience
	E1

E2


	Experience of team working

Proven ability to prioritise workloads of self and meet tight deadlines
	E3
	Waiting list administration experience

Previous NHS experience



	Skills / Abilities / Knowledge
	SA1

SA2

SA3

SA4


	Good organisational skills; ability to deal with and prioritise varied demands.

Good interpersonal skills at all levels

Proven verbal and written communication skills.

Flexibility to respond to change.
	SA5

SA6
	Customer focus

Knowledge of medical terminology.

	Aptitudes
	A1

A2


	A confident and enthusiastic person used to working using own initiative.

Able to maintain confidentiality.


	
	

	Physical skills
	P1

P2
	Keyboard skills for regular use of PAS and other computer systems 

Sitting and standing, answering phone calls, retrieving paper records,
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