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JOB TITLE: ADMINISTRATOR 
 
REPORTS TO: TEAM LEADERS  
 
HOURS: Full or Part Time 
 Morning Shifts start from 0800 and 0830 and afternoon 

shifts finish varies but includes through to 1800 and 
1830 Monday to Friday 

 
PAY: TIER 2 
 
 
Job summary: 
 
Receive, assist and direct patients in accessing the appropriate service or healthcare 
professional in a courteous, efficient and effective way. 
 
Provide general assistance to the practice team and project a positive and friendly image 
to patients and other visitors, either in person or via the telephone, working supportively 
with colleagues. 
 
Job responsibilities: 
 
The job responsibilities of the postholder will vary according to whether the postholder is 
undertaking a phone hub shift, or is based as an administrator in one of the back offices. 
The following list of duties therefore covers both areas.  
 
 Open and prepare the premises punctually in the morning when first to arrive, de-

activate alarm and make all necessary preparations to receive patients 
 

 Ensure prompt response to incoming calls, booking appointments in accordance with 
practice policy; advising patients of simple test results; receiving and recording death 

notifications, care navigation; transferring calls to other named staff as necessary 
and complex patient issues to back office administration staff as appropriate.   
 

 Receive and record requests for home visits onto the system, ensuring careful 
recording of all relevant details and collate all documents in preparation for the duty 
doctor. 
 

 Processing of EMIS and Docman Tasks via Workflow  
 

 Scanning and workflow of incoming paper and electronic correspondence to Senior 
Admin team* 
 



Page 2 of 3 

 New patient notes summarisation* 

 

 Processing of repeat prescriptions under the direction of the Prescriptions 
Manager* 

 

 Deal with all general enquiries, explain procedures and make new and follow-up 
appointments. 
 

 Receive and record patient death notifications in accordance with practice 
procedures. 

 

 Following the written protocol, recognise and understand potential life threatening 
situations and react accordingly.  

 

 Using your own judgment and communication skills ensure that patients with no prior 
appointment but who need urgent consultation are seen in a logical and non-disruptive 
manner.  Understanding the patient’s needs by using effective probing to appropriately 
book into the respective clinics dependent on their symptoms, (e.g. minor illness or 
GP). 
 

 Creating telephone consultations for clinicians where appropriate in lieu of an 
appointment and/or taking messages if no action required. 
 

 Explain practice arrangements and formal requirements to new patients and those 
seeking temporary cover and ensure procedures are completed.  Ensure all new 
patients are registered onto the computer system promptly and accurately 
 

 When working in the Hub, assist with the filing and pulling of paper patient notes when 
time allows under direction of the Team Leader. 

 

 When providing cover for the main reception desks, or manning the private 
enquiries/prescription window, ensure an efficient reception service is provided to 
patients and any other visitors to the practice. Direct patients appropriately and 
respond to all queries and requests for assistance 

 

 Enter patient information on to the computer as required, including making changes to 
patient demographics. 

 

 Handle face-to-face prescription enquiries confirming the status of the prescription.  
Requesting urgent medication from the Prescription Manager where necessary. 

 

 Support clinical team through processing items put in the back office action trays.  This 
includes various tasks such as telephoning patients for follow up appointments, 
arranging community nurse blood tests, ambulance transport, organising patient 
profiles for external agencies on request. 
 

 Updating the pharmacy courier log with prescription data and filing prescriptions 
accurately. 
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 Maintain thorough familiarity with and utilise appropriately the appointment system, 
clinical system and other practice IT systems taking care to ensure that all relevant 
procedures (including logging on and off) are observed. 

 

 Operate various office equipment as necessary, including photocopier, fax machine, 
franking machine (sending post) and laminator 

 
 Undertake additional administrative duties in the support of the Quality and Outcomes 

Framework and any additional or enhanced services to which the practice is signed up 
to provide, including areas such as the administration of INR patient results and 
Learning Disability Health Checks. 

 
 Accept receipt of deliveries and store as appropriate 

 

 Replenish stocks of various admin material/packs as and when required 
 

 Regularly use the internal messaging system and email to ensure communication is 
good at all times 
 

 Regularly attend admin staff meetings 
 

 Undertake any other additional duties appropriate to the post as requested by the 
Team Leaders/Administration Manager. 

 
* Staff will additionally be specifically trained on these specialist duties during the course 
of their employment according to practice need.   
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