UNITED BRISTOL HEALTHCARE NHS TRUST

DIVISION OF SURGERY HEAD & NECK 
JOB DESCRIPTION

Post


 Ward Clerk

Grade
Band 2

Location
Bristol Royal Infirmary

Accountable to
Ward Manager

JOB SUMMARY

Working as a support person for the nursing and multi-disciplinary team on the ward, the post holder will undertake a variety of administrative/clerical and receptionist tasks.

RESPONSIBILITIES OF THE POST

Professional

· To ensure confidentiality and comply with the terms of the Data Protection Act at all times.

· To maintain appearance and behaviour in keeping with a member of the professional ward team and to co-operate with and gain an understanding of the professional roles of others.

· To remain up to date with changing practices and when possible to make use of all training and development opportunities.

· To take an interest in self-development and updating, including liaising with similar post holders and to complete the Trust's Individual Development & Performance Review (IDPR), with the ward manager. 

Clinical Support

· To work closely with the multi-disciplinary ward team to maintain recognised standards promoting efficient ward management.

· To promote a corporate approach to patient care in conjunction with the multi-disciplinary team.

Administrative/Clerical

· To communicate effectively, accurately, applying discretion and tact where necessary, with written, telephone and face-to-face contact, with patients, visitors, other Trust staff and various external agencies. 
· To ensure patients are appropriately received, admitted, transferred, discharged and where necessary make  follow-up appointments, from the ward using the appropriate systems
· To maintain patient case notes, X-rays and other associated documentation in a timely manner and in accordance with hospital policy.

· To complete basic patient administrative documentation e.g. absence returns

· To actively participate with improvement of ward administrative/clerical systems

· To order appropriate stores and other essential items, as directed as and when necessary in line with ward policy/precedent

· To liaise with Trust support staff as and when necessary e.g. MEMO, Hotel Services staff

· To open and distribute ward post appropriately

· To request portering staff as required and occasionally deliver and collect items to and from other areas across the Trust.

· To arrange appropriate patient transport as requested by ward staff and communicate effectively with the Ambulance Liaison Personnel.

· To carry out and complete all ward and patient filing and carry out necessary photocopying

Reception

· To welcome and assist patients, relatives and other visitors on arrival to the ward and inform appropriate ward staff.

· To communicate effectively and with empathy with patients and relatives on arrival to the ward 

· To provide appropriate information to all visitors to the ward as deemed necessary and appropriate (and in accordance with the Data Protection Act and any Ward guidelines)
Information Technology

· To be responsible for entering and updating accurate information on the ward PAS system.

· To ensure patients are appropriately received, admitted, transferred, discharged and where necessary make outpatient appointments, using the appropriate IT systems

· To use ward IT systems to communicate effectively and efficiently e.g. E-Mail, EROS 

· To demonstrate ward IT systems to new ward staff

General Information

Job Descriptions

All job descriptions are subject to review.  Job holders are expected to be flexible and be prepared to carry out any similar or related duties which 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 provisions contained in the Health & Safety at Work Act 1974, it is the duty of every employee to:

a) take reasonable care of themselves and for others at work;

b) to co-operate with the Trust as far as is necessary to enable them to carry out their legal duty;

c) Not to intentionally or recklessly interfere with anything provided including personal protective equipment for Health & Safety or 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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UNITED HEALTHCARE NHS TRUST

PERSON SPECIFICATION

	
	
	Essential


	
	Desirable

	Qualifications / Training
	QT1
	
	
	

	Experience
	E1
	Working with the public


	E2

E3
	Ward clerk experience in a hospital

PAS & EROS systems

	Skills / Abilities / Knowledge
	SA1

SA2

SA3
	Good communication /interpersonal skills

Able to work unsupervised

Good organisational skills


	SA4
	Computer skills 

	Aptitudes


	A1

A2
	Enthusiastic & motivated

Enjoy working in a busy environment


	
	


