Beechwood Medical Practice

JOB TITLE: Care Co-Ordinator Team Leader

Reporting to: Practice Manager/s

Job Description

Job Summary

Primary Job Responsibilities:

· Prepare staff rota four weeks in advance. Ensuring adequate cover maintained at all times.
· Ensure staff are aware of their shifts & publish to Whatsapp weekly.
· Make any adjustments to staff rota when sickness or unplanned leave is required.
· Ensure staff costs are maintained within a budget.
· Ensure that daily essential tasks are completed by the team in a timely manner, Accurx messages, DNAs, Home visits, 111 reassignment.
· To organise and participate in appraisals for the reception team and in liaison with the admin team leader for staff who have dual roles.
· To work closely with the admin team leader regarding line management of staff who work in both departments.
· Conduct regular performance reviews meetings with new members of the staff throughout their probationary period. Ideally at least monthly.
· To lead the induction training programme for new staff.  Training new members of the team yourself or delegating to others when this is not possible.
· Ensure the team have completed their statutory and mandatory training annually or when due.
· Ensure staff have the skills and information to enable them to provide a quality service.
· Be able to work with computer generated forms, rotas and spreadsheets.
· Ensure adequate reception and associated facilities for Practice, visitors and other stakeholders.
· Manage the appointment book, visits and other tasks in line with agreed policies. 
· Deal with more complex enquiries from patients and deputise for Practice Manager as Practice Complaints Officer
· Ensure good speaking and writing skills are demonstrated within the team.
· Respect is given to all members of staff and the public.
· Effective delegation is carried out by responsible empowerment of staff, whilst retaining overall accountability.
· A good example for individuals and teams is given by providing enthusiasm, confidence, loyalty, commitment and being a good role model.
· Ensuring staff are gainfully employed at all times. Providing a programme of work that can be done when phones are less busy.
· Be approachable and available to staff and prepared to listen to individuals and groups.
· Provide positive encouragement to the team and the individual.
· Approach situations which are potentially sensitive with tact and discretion. 
· Influence others that the need for change is essential in an enthusiastic and positive manner
· Helpful and courteous and adhere to the confidentiality clauses in your contract.
· Provide a link between reception and management.
· Attend relevant team meetings and organise reception team meetings, producing an agenda and minutes in a timely manner.
· Oversee the appearance and regular review of the waiting room and information displays.
· Driving the team to achieve best possible results with any targets or business objectives set.
· Acting as building fire marshal, ensuring evacuation lists and visitor logs are accurate and up to date. 
· Participating in practice led initiatives such as flu clinics, health campaigns and patient education events 
· Contributes to the improvement of practice procedures, policies and service standards.

Confidentiality:

· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately
· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, Practice staff and other healthcare workers.  They may also have access to information relating to the Practice as a business organisation.  All such information from any source is to be regarded as strictly confidential
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the Practice may only be divulged to authorised persons in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data

Health & Safety:

The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy, to include:

· Using personal security systems within the workplace according to Practice guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
· Making effective use of training to update knowledge and skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
· Reporting potential risks identified

Equality and Diversity:

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/Professional Development:

The post-holder will participate in any training programme implemented by the Practice as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality:

The post-holder will strive to maintain quality within the Practice, and will:

· Alert other team members to issues of quality and risk
· Assess own performance and take accountability for own actions, either directly or under supervision
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance
· Work effectively with individuals in other agencies to meet patients needs
· Effectively manage own time, workload and resources

Communication:

The post-holder should recognize the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognize people’s needs for alternative methods of communication and respond accordingly

Contribution to the Implementation of Services:

The post-holder will:

· Apply Practice policies, standards and guidance
· Discuss with other members of the team how the policies, standards and guidelines will affect own work
· Participate in audit where appropriate

SPECIAL REQUIREMENTS OF THE POST:-

· An ability to use own judgement, resourcefulness, common sense and local knowledge to respond to practice and patient enquiries
· An ability to exercise tact and understanding when dealing with staff, patients and the public
· An ability to ensure practice policies/procedures are adhered to and training provided where necessary.
· Leadership skills
· Non judgemental and committed to equality of opportunity
· Open to new ideas and creative ways of working
· Knowledge of team dynamics, including what factors make a team work well and what can go wrong


The Partners reserve the right to alter any part of this job description in line with changing practice policy or patterns or demands made by outside agencies, to assist the individual or the practice in the duties that they may be required to undertake.


