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Cygnet Heathers 
Job Description

Job Title:

Clinical Admissions/discharge administrator
Job Summary:
Co-ordination of admissions and discharges with the support for the wider Cygnet Heathers team. 

Providing administrative support within the hospital
Responsible for Health Records and Requests for Access

Reports To:

Hospital Manager
Main Duties:

· Promote and ensure the good reputation of the Hospital. To act as a positive role model, maintaining and demonstrating a positive attitude towards Clients, their families, visitors and other staff.
· Coordination of all telephone enquiries within the Hospital (including maintaining the database of enquiries). To follow up all enquiries once information has been sent.
· Responsible for administration aspects of admitting and discharging patients, following the correct admission procedure, and ensuring that all necessary documentation is completed. 
· To be responsible for sending out Confidential In-Patient Satisfaction Surveys and producing audit reports from returned questionnaires.

· To participate in providing mandatory telephone enquiry training for new staff and refresher for existing staff.
· Ensure that effective communication and working relationship is maintained both within the hospital and between Funders and Commissioners, patients and relatives regarding admissions, meetings and any other queries.
· Arrange meetings relating to funding agreements and move on plans. 

· Attend Patient review meetings and document minutes, where required. 
· Ensure all medical records are maintained, stored and archived to a high standard. 
· Ensure close working relationships are maintained with clinical commissioning groups 

· Responsible for entering data on e-prime, utilizing the system for running service user and CPA reports as required.

· Take minutes of the meetings if required.
· Completion of non-clinical audits for Quality improvements. 

· To complete administration tasks for the Responsible clinician.

· Management of patients finances within the hospital with the support of Head of Care
Training

· Provide staff with training in topics of Customer Care/Enquiries and e-Census.
· Ensure completion of all Mandatory & Statutory training sessions relevant to the job role.
Other Duties:

· To cover Reception as required and work as part of a team providing lunch cover as necessary. 

· The ability and commitment to work as a team member and be able to adhere to strict deadlines.
· To be involved in other administrative duties for Senior Managers as and when required.

· To promote Cygnet Heathers over the telephone and to visitors.
· Responsible for safe use of, and basic maintenance of office equipment/machinery. May be required to arrange for repair/servicing of office equipment and machinery as necessary.

· Observe rules and requirements outlined in Health & Safety Act, Data Protection Act and be conversant with Lifting & Handling regulations as set out by Cygnet Health Care. 

· The post holder should ensure that confidentiality of all patients’ health care records is strictly maintained at all times. Post holder will also be expected to hand and process all patient information in accordance with Data Protection Act and all relevant Cygnet Policies & Procedures.

Health & Safety:

· To comply with safety instructions/policies.

· To use in a proper and safe manner the equipment and facilities provided.

· To refrain from the wilful misuse or interfere with anything provided in the interests of health and safety, and any action which might endanger yourself or others.

· To report as soon as practicable all hazards and defects to the appropriate person, and ensure that incident forms are completed.

Standards of Conduct:

· Co-operate / adapt to the changing needs of the service.

· Conduct duties with regard to the Cygnet’s values and code of conduct.
· Our service should be focussed on meeting our patients’ requirements.

Review:

All job descriptions are intended to be flexible and should be reviewed from time to time. Jobholders are expected to be flexible and be prepared to carry out similar and related tasks, which do not fall within the duties previously outlined. The job description should be reviewed and amended with the jobholder.

It is likely that the post will evolve over time. These duties will be subject to regular appraisal and any amendments will be made in consultation and agreement with the post holder.

Signed Employer ……………………….     

 Signed Employee ……………………………..

Date: ........................................................

    Date:...................................................................
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