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JOB DESCRIPTION

	1. JOB DETAILS

	Job Title:
	Senior Booked Admissions Officer

	Responsible to:
	Lead Booked Admissions Officer

	Professionally Responsible to:
	Lead Booked Admissions Officer

	Grade:

	AFC Band 4

	Unit:
	North Devon District Hospital

	Location:
	Booked Admissions Department


	2.  JOB PURPOSE

	The post holder will be responsible for: co-ordinating and undertaking full range of booking processes for the Trust Centralised Booked Admissions Department; assisting in  achieving Trust key performance indicators in the management of elective surgery waiting lists, ensuring consistent application of waiting list policy, adherence to treatment pathways and best practice guidelines; and effective allocation of Trust theatre and treatment resources to achieve optimal utilisation. Training, mentorship and supervision of staff within the booking team will be a requirement.    


	3. DIMENSIONS

	Administrative and clerical support to the Planned Care Directorate
Collaboration with other Directorate teams as necessary



	4.  ORGANISATIONAL CHART

	Service Manager – Planned Care
│
Booked Admissions Manager
│
Senior Booked Admissions Officers
│
Booked Admissions Officers
│

Clerical Officer



	5.  PRINCIPAL TASKS AND DUTIES 

	· Maintain accurate and up-to-date waiting list information for assigned specialties
· Allocate pre-operative assessment and admission appointments to meet RTT standards and 18-week treatment pathways 
· Monitor monthly performance indicators for assigned specialties
· Allocation and frequent re-allocation of theatre and treatment resource to achieve optimal utilisation of session using scheduling tool-kit

	· Proficient use of Trakcare and TheatreMan Systems ensuring that all data entry is accurate and complete
· Understand and apply waiting time guidance from the Department of Health and Trust in consistent and equitable manner using judgement and initiative 
· Support the “one-stop” service, undertaking validation of 18-week pathway, establishing correct treatment pathway for each individual patient, allocating admission date for surgery or advising patient of expected wait time 
· Provide supervision, training and mentorship of team members as required
· Safeguard 18-week pathway and give early warning of any potential threat to RTT standards
· Act as waiting list gatekeeper ensuring services are accessed appropriately by patients 


	6.  PLANNING AND ORGANISATION

	· Monitor integrity of prospective elective admissions and scheduled operating sessions with appropriate intervention as necessary
· Implement initiatives and change to working practices as directed by Booked Admissions Manager 

· Configure theatre schedules for assigned specialties from activity programmes

· Manage assigned specialty booking lists and ensure patients are booked appropriately adhering to 18-week Referral to Treatment, Cancer and diagnostic standards.
· Identify and escalate any potential risks affecting operating capacity and/or planned activity
· Undertake analytical review of theatre and treatment lists affected by change, modify as necessary to ensure legitimacy and optimal utilisation
· Co-ordinate available surgical and anaesthetic personnel, specialist kit, radiology resource and post-op high dependency beds as necessary
· Liaise with clinical, management, and multi-disciplinary teams in the determination of appropriate pathway and procurement of resources
· Manage planned waiting lists 

· Contribute to the planning, management and improvement of services

· Support projects that impact on booking processes and procedures




	7.  COMMUNICATION AND WORKING RELATIONSHIPS

	· Notify critical staff of potential issues or change affecting treatment plans or specific needs of patient 
· Maintain close liaison with clinical, nursing, theatre, anaesthetic and administrative staff within assigned specialties to ensure patients have access to the required expertise and equipment 
· Liaise regularly with assigned clinical teams to promote good rapport and effective booking
· Act as Deputy for Booked Admissions Manager at team, inter-departmental and user group meetings
· Manage electronic and written communications from patients, their relatives, healthcare professionals, hospital departments and referral centres, in sensitive and confidential manner, seeking advice and escalating any issues appropriately
· Review personal and booking officer work activities with Booked Admissions Manager to meet service needs
· Provide cover to ensure service continuity during periods of staff leave
· Participate in daily team briefs, planned and ad hoc team meetings

· Provide full support to line manager at all times



	8.  ANALYSIS AND DATA MANAGEMENT

	· Analysis of booking lists and operating schedules to support efficient, effective booking practices and management of resources
· Early escalation of need for additional capacity to PACS/Booked Admissions Manager 
· Provide update to PACS/Booked Admissions Manager for 18-week Referral To Treatment/PTL Performance Meetings on diagnostic and therapeutic wait times
· Undertake regular review of waiting lists, validating data to ensure consistency and quality 
· Report non-clinical same-day hospital cancellations and ensure patients are rebooked appropriately



	9.  HUMAN RESOURCES

	· Provide training and supervision of booking staff under direction of Booked Admissions Manager
· Perform appraisal and development review(s) for assigned booking officer(s)




	10.  PHYSICAL AND FINANCIAL RESOURCES

	· Effective planning and management of elective waiting lists, allocation of theatre and treatment resource 



	11.  EQUALITY AND DIVERSITY

	· Duty to comply with Trust policies on equality and diversity




	12.  HEALTH AND SAFETY

	· Duty to take reasonable care for the health and safety of yourself and others that maybe affected by your acts or omissions

· Health and Safety co-ordination

· Adhere to Trust policies on security to ensure a safe working environment
· Ensure safe practice to minimise the risks of infection to patients and staff in accordance with national and Trust policy, and be aware of responsibilities as specified within Infection Control Operational Policy




	13.  FREEDOM TO ACT

	· Conform to Trust policies, procedures and regulations

· Give non-clinical advice to patients, carers, GPs and members of the public, for example: how to access to services, treatment wait times and information about policies and procedures

· Maintaining and updating computerised information systems




	     GENERAL
· This is a description of the job as it is at present constituted.  It is the practice of this organisation periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.   It is the organisations' aim to reach agreement to reasonable changes, but if agreement is not possible management reserves the right to insist on changes to your job description after consultation with you.

· We are committed to serving our community.  We aim to co-ordinate our services with secondary and acute care.

· We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

· Each registrant is expected to evidence as part of their KSF review the clinical audit and service level review activity undertaken by them individually or as part of a team in relation to the services they deliver. This can include a wide range of activity from more formal clinical audit activity to more routine evaluation of clinic activity or undertaking service user feedback exercises.

· We recruit competent staff whom we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

· The Trust operates a 'non smoking' policy. Employees are not able to smoke anywhere within the premises of the Trust or when outside on official business.

· All employees must demonstrate a positive attitude to The Trust equality policies and Equality Scheme. Employees must not discriminate on the grounds of sex, colour, race, ethnic or national beliefs, marital status, age, disability, sexual orientation, religion or belief and will treat patients, colleagues and members of the public with dignity and respect. 

· If the post holder is required to travel to meet the needs of the job, we will make reasonable adjustments, if required, as defined by the Disability Discrimination Act.




	STAFF HEALTH AND WELLBEING

You must take responsibility for your workplace health and wellbeing:

· Be physically active at work (i.e. take breaks away from your desk, taking the stairs where possible)

· When required, gain support from Occupational Health, Human Resources or other sources.

· Familiarise yourself with the health and wellbeing support available from policies and/or Occupational Health.

· Follow the Trust’s health and wellbeing vision of healthy body, healthy mind, healthy you. 

If you are a line manager, in addition to the above, it is expected you will:

Champion health and wellbeing.

· Encourage and support staff engagement in delivery of the service.

· Encourage staff to comment on development and delivery of the service.

· Ensure during 1:1’s / supervision with employees you always check how they are.

HEALTH AND SAFETY AT WORK

The employer will take all reasonably practical steps to ensure your health, safety and welfare while at work. You must familiarise yourself with the employer's Health & Safety policy, and its safety and fire rules. It is your legal duty to take care for your own health and safety as well as that of your colleagues.

INFECTION CONTROL - ROLE OF ALL STAFF 


It is the responsibility of all members of staff to provide a high standard of care to patients they are involved with. This includes good infection prevention practice. 


All staff have a responsibility to comply with Infection Prevention and Control policies and procedures, this includes: 

· Attending mandatory and role specific infection prevention education and training. 

· Challenging poor infection prevention and control practices.

· Ensuring their own compliance with Trust Infection Prevention and Control policies and procedures for example, standard precautions, hand hygiene, prevention & management of inoculation incidents
CONFIDENTIALITY

You may not process or disclose any information of a confidential or personal nature relating to the employer or in respect of which the employer has a duty of confidence to any third party other than where you are obliged to disclose such information in the proper course of your employment or as required by law.  Any failure to comply with this term of your employment will be treated as an act of misconduct under the employer’s disciplinary procedure. 

SAFEGUARDING

To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role, which will include recognising the types and signs of abuse and neglect and ensuring that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding adults and/or child protection.

Everyone within Northern Devon Healthcare Trust has a responsibility for, and is committed to, safeguarding and promoting the welfare of vulnerable adults, children and young people and for ensuring that they are protected from harm.  Northern Devon Healthcare Trust ensures that the Trusts Child Protection and Safeguarding Adult policies and procedures are promoted within the Trust and adhered to by all members of staff. 

JOB DESCRIPTION AGREEMENT

Job holder’s Signature:
.....................................................................................

Date:


.....................................................................................

Manager’s Signature:
.....................................................................................

Date:


.....................................................................................




