[image: image1.png]INHS

Northern Devon Healthcare
NHS Trust





JOB DESCRIPTION

	1. Job Details

	Job Title:
	Booked Admissions Officer

	Responsible to:
	Lead Booked Admissions Officer

	Professionally Responsible to:
	Lead Booked Admissions Officer

	Grade:

	AFC Band 3

	Unit:
	North Devon District Hospital

	Location:
	Booked Admissions Department


	2. Job Purpose

	The post holder will be responsible for co-ordinating and undertaking the full range of administration and scheduling processes for Booked Admissions in accordance with Trust Waiting List, Patient Access Policy and JAG Accreditation standards.  

This will include the registration of patients on to appropriate waiting list, booking pre-operative assessment and scheduling treatments under the supervision of senior booking officers and lead officer as necessary.  
The post holder will also undertake role of one stop booking co-ordinator, greeting patients and discussing availability and choice.  There will be a requirement to train new members of staff as appropriate to job role.



	3. Dimensions

	Planned Care Directorate:

1000 elective procedures per month
1000 preoperative assessments per month

Unscheduled Care Directorate

800 elective procedures per month

160 preoperative assessments




	4. Organisational Chart

	Service Manager – Planned Care

│
Lead Booked Admissions Officer
│
Senior Booked Admissions Officers

│
Booked Admissions Officers

│

Clerical Officer


	5.  Main Tasks/Duties and Areas of Responsibility

	· Maintain accurate and up-to-date waiting lists for a broad range of surgical and endoscopy specialties.
· Allocate dates to patients for pre-operative assessment.

· Review pre-operative assessment plan and schedule patient to appropriate operating session ensuring all special requirements and actions have been executed.
· Create TheatreMan record on system with all alerts, flags and special requirements clearly noted.
· Under the supervision of Senior Booked Admission Officers, ensure theatre and treatment lists are fully utilised and properly finalised to align with list specification.
· Under the supervision of Senior Booked Admission Officers allocate and re-allocate dates for treatment, complying with various target and RTT rules that apply and best clinical practice.

	· To make full and proper use of the TrakCare system ensuring that all data entry is accurate and complete.
· To respond promptly to hospital and patient cancellation of procedures including escalation of “same-day” non-clinical hospital cancellations activating 28-day rule.
· To understand and apply waiting time target guidance from the Department of Health and Trust Waiting List Policy; consistently apply this guidance and judgement seeking advice from senior booking officers or lead booking officer.

· To fulfil the role of One Stop Co-ordinator, greeting patients including ID check, establishing correct pathway for that individual patient and giving appropriate information, explaining timescales and where appropriate referring patient to Senior Booked Admission Officer.


	Responsibilities for Physical and Financial Resources

· Ensure full utilisation of resources by effective booking, with prompt escalation of capacity issues to Lead or Senior Booked Admissions Officer. 

	Planning and Organising

· Maintain and update elective waiting lists using TrakCare.
· Perform daily data integrity checks and generate reports for Booked Admissions.
· Implement initiatives and change into working practice as instructed by Lead or Senior Booked Admission Officer.
· Configure theatre schedules for assigned specialties from respective activity schedules.
· Identify and report any potential hiatus in operating capacity adversely affecting scheduling programmes and RTT performance.
· Undertake detailed analysis of operating lists affected by change to expected resources and rebook affected patients within specified target dates.  Alert Senior Booking Officer and/or Lead Booking Officer where need for additional resource is required.
· Ensure ITU beds and specialist theatre and radiology equipment are appropriately booked.  

· Liaise regularly with clinical nurse specialists and multi-disciplinary team co-ordinator.

· To assist with validation of elective waiting lists.

	Analysis and Data Management
· Assist Senior Booking Officer and Lead Officer with analytical assessment of elective operating sessions as required.
· Exercise initiative and judgement in the selection of patients for treatment in accordance with clinical and booking protocols, under supervision of Senior Booking Officer.

	6.  Communication and Working Relationships
· Meet and greet visitors to the department, ensuring that all queries are dealt with promptly whilst maintaining confidentiality.

· Work closely with management teams to ensure that waiting time targets are met and any issues are raised immediately.

· Maintain close contact with clinicians and nurses within specialties to ensure patients have access to the required expertise and equipment to meet their needs
· Ensure additional equipment requirements are communicated to theatre staff

· Proactively manage telephone calls, many of which will be of a sensitive nature, from patients, healthcare professionals, hospital departments and referral centres, maintaining absolute confidentiality.
· Manage incoming and outgoing electronic and written communications, prioritise and escalate as necessary.
· Review personal work activities and practice on a regular basis with line manager and clinical staff, and implement any modification agreed in response to changing needs of service.
· Build robust links with pre-assessment team, anaesthetic co-ordinator, theatre and ward staff to support Departmental and Trust activity.
Partnership working

· Contribute to service improvement and other projects under the direction of senior managers and booking officers.
· Provide cover in the absence of team members to ensure continuity of service during periods of staff leave and shortages.
· Participate in daily briefings and team meetings.
· Provide full support to line manager at all times.
· Carry out general duties such as photocopying, faxing and scanning when required.

Equality and Diversity

· Duties to comply with Trust policies on equality and diversity

Health & Safety

· Take reasonable care for the health and safety of yourself and others that may be affected by your acts or omissions.

· Health and Safety co-ordination.

· Adhere to Trust policies on Security to ensure a safe working environment, particularly in secure areas with coded doors etc.

· Ensure safe practice to minimise the risk of infection to patients and staff in accordance with national and Trust policy, in particular to be aware of their responsibilities as listed in the Infection Control Operational Policy.
Freedom to Act

· Conforming to Trust policies, procedures and regulations.

· Giving non-clinical advice to patients, carers, GP’s and members of the public, for example; describing 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.

· 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’s 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 postholder 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.


	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.
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.

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:


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




Person Profile

	Job Title
	Booked Admissions Officer

	Grade
	AfC Band 3

	Department
	Booked Admissions


	CRITERIA 
	ESSENTIAL

	Qualifications & Training


	· NVQ2 (or equivalent) in Customer Service or Administration

· RSA 2 in text processing

· GCSE English (or equivalent)

· Good standard of general education

· ECDL (or equivalent)

	Specific Knowledge & Skills
	· TrakCare system

· Basic understanding of medical terminology and operative procedures 

· Basic understanding of Trust Waiting List and Patient Access Policies

· Excellent communication and keyboard skills

· Committed team player 

· Meticulous attention to detail

· Dealing with members of the public, ideally in healthcare environment

· Applying rules consistently and equitably

	Physical Skills & Effort
	· Requirement to use a VDU for long periods during the working day, in accordance with Health & Safety regulations

· Ability to use office equipment ie Fax machine and photocopier

	Emotional Effort
	· Frequent direct exposure to distressing or emotional circumstances 

· Empathy in dealing with patients, carers and service users

	Mental Effort
	· Requirement to undertake prolonged concentration

· Requirement to deal with frequent interruptions

· Flexibility in responding to changing needs and circumstances

	Requirements due to Working Environment
	· Ability to maintain a high level of concentration in noisy and busy surroundings

· Requirement to deal with people who may be distressed, upset or angry.


	HAZARDS:

	Laboratory Speciemens

Proteinacious Dusts
	
	Clinical contact with patients
	
	Performing Exposure

Prone Invasive Procedures
	

	Blood/Body Fluids
	
	Dusty Environment
	
	VDU Use
	X

	Radiation
	
	Challenging Behaviour
	X
	Manual Handling
	X

	Solvents
	
	Driving
	
	Noise
	

	Respiratory Sensitisers
	
	Food Handling
	
	Working in Isolation
	

	Cytotoxic drugs
	
	Night working
	
	
	


