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CYGNET HOSPITAL HARROGATE
Title



Ward Clerk
Hours of work


30 Hours per week





Monday – Friday
Department:


Administration
Responsible to (Person)
Head of Administration
Purpose
1. Adhere to all company policies and procedures

2. Assist the clinical staff in ward administration including answering the telephone within 3 rings, both internal and external, and ensuring accurate recording and dissemination of information

3. Adhere to the Cygnet standards for answering the telephone

4. Transport mail to and from the ward each day

5. Complete all ward filing in line with Cygnet policies, such as the Management of Health

6. Records policy, and other administrative duties as required

7. Filing & decanting patient notes.

8. Ensure that there is a stock of blank case notes for the ward

9. Request stationery supplies for each ward

10. Assist wards in booking transport

11. Cover reception as required

12. Attend all statutory and mandatory training as allocated

13. Undertake any reasonable request
Communication

· Demonstrate good communication skills and be able to interact confidently with all levels, internally and externally.

Confidentiality

In the course of your employment with Cygnet Health Care you may handle unless it is necessary in the pursuance of your legitimate duties confidential personal information concerning either patients or staff which may be held by the Company.  You must not read, discuss, disclose or pass on confidential information.

Unauthorised disclosure of such information will be treated as a serious disciplinary matter.  In addition it is important that you realise that if this confidentiality is breached, this may result in civil proceedings or a criminal prosecution.

This confidentiality must continue at all times and this agreement will continue beyond your period of employment with Cygnet Health.

Health and Safety

You are required to make positive efforts to maintain your own personal safety and that of others by taking reasonable care, carrying out requirements of the law and following recognised codes of practice.  You are also required to be aware of and comply with Cygnet’s policies on health and safety, etc.

Equal Opportunities

The aim of Cygnet’s policy is to ensure that no job applicant or employee is discriminated against either directly or indirectly on the grounds of race, colour, creed, sex, marital status, disability, age, nationality, ethnic or national origins.  The company commits itself to promote equal opportunities and will keep under review its policies, procedures and practices to ensure that all users and provides of its services are treated according to their needs.  The policy also applies to staff working within Cygnet Health Care.
Service User and Carer Involvement

Cygnet is committed to developing effective user and carer involvement at all stages in the delivery of care.  All employees are required to make positive efforts to support and promote successful user and carer participation as part of their day to day work.

Personal Development

Your development will be assessed using Cygnet’s Performance Appraisal Review process.  You will have the opportunity to discuss your development needs with your manager on an annual basis, with regular reviews. 

Terms and Conditions
The post holder is subject to the terms and conditions of Cygnet Health Care.
This Job description gives an outline of the post and is subject to review in consultation with the post holder.

CYGNET HOSPITAL HARROGATE
Person Specification

Post:
Ward Clerk
	
	Essential
	Desirable
	Method of Assessment

	Training and Qualifications
	· Diploma level qualification in Administration or equivalent or equivalent experience.

· Excellent and proven level of computer literacy, including comprehensive knowledge of Microsoft Office software (incl. Word and Excel).


	
	Application form

Application form and Interview



	Experience
	· Proven experience in an administrative role in a busy office environment.

· Experience of working independently and as part of a team.

· Experience of data collection and producing reports.


	· Previous experience of working within a health related environment.


	Application form 

Application form and Interview

Application form and Interview



	Skills, Knowledge and Ability
	· Ability to prioritise; to be organised and flexible.

· Ability to maintain high standards of accuracy and attention to detail.

· Excellent time management skills

· Ability to show initiative and work independently where appropriate

· Excellent interpersonal and communication skills face to face on the telephone and in writing, maintaining expected high standards.

· Ability to develop and maintain professional working relationships with staff at all levels and from all backgrounds.

· Ability to deal tactfully and efficiently with a wide range of people face to face and on the telephone.

· Able to effectively accommodate ad-hoc demands to existing workload.

· Able to produce typed letters, reports, spreadsheets and other documentation to a high standard of clarity and accuracy, with a keen eye for detail.

· Excellent IT skills (proficient in Microsoft Office Suite)


	· Knowledge and understanding of ward based administration

	Application form and Interview

Application form and Interview

Application form and Interview

Application form and Interview

Application form and Interview

Application form and Interview

Application form and Interview

Application form and Interview

Application form and Interview

Application form and Interview

Application form



	Other
	· Undertakes training to improve practice and knowledge

· Excellent attendance and punctuality record

· Integrity

· Dress code to be adhered to at all times

· Highly motivated and determination to deliver work of consistent high quality.


	
	Interview and Application form

References

Interview

Interview and References
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