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Job Title:


Surgery Clerk

Responsible To:

Operations Manager

General Description of Duties:

· The role of the surgery clerk is to pass on details of all calls to the deputising doctor.

· To keep full and accurate records of all calls

· To record accurately arrival and completion times of a call for patients attending the surgery on computer

· To provide Admin. Support for surgeries held at the base or on other premises owned or used by North Staffs Urgent Care.

· To ensure that the surgeries, reception and waiting room is kept tidy.

· No outgoing phone calls made unless clear with the radio operator on duty.

· No incoming calls to be answered by surgery clerks

· All call sheets are to be filed away correctly.

· For security reasons, if a doctor is not in the consulting rooms then the rooms are to be kept locked.

· No patients are to be let onto the premises with out an appointment, unless it is a genuine emergency.

Other Duties:

To perform any other duties requested by the operations manager.

As the North Staffs Urgent Care charter states.

PROVIDERS OF OUT OF HOURS CLINICAL SERVICES
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