	POSITION DESCRIPTION

	[image: image1.png]Canterbury DHB

District Health Board

T e Poari Hauora o Waitaha







October 2017




This document is subject to review from time to time.

	The Canterbury District Health Board is committed to the principles of the Treaty of Waitangi and the overarching objectives of the New Zealand health and disability strategies.

	
	

	Organisational Vision

The CDHB’s vision is to improve the health and wellbeing of the people living in Canterbury.

Organisational Values

· Care & respect for others

· Integrity in all we do

· Responsibility for outcomes

	
	

	POSITION TITLE:
	Medical Secretary, Department of Gastroenterology

	
	

	REPORTS TO (Title):
	Clerical Supervisor, Gastroenterology Department

	
	Christchurch Hospital

	PRIMARY FUNCTION:

	

	· To undertake accurate clinical typing within an identified timeframe.

· To ensure the provision of efficient and effective secretarial and administrative services within the Gastroenterology department.
· Working collaboratively to support the activities of the wider administration team.

	
	
	

	FUNCTIONAL RELATIONSHIPS

	

	Internally

	1 
	Senior Medical Staff (SMO)  and junior medical staff (RMO)

	2 
	Charge Nurse Manager (CNM) and Clinical Nurse Specialists (CNS)

	3 
	Service Manager

	4 
	Outpatient Department staff

	5 
	Other departmental staff  of Christchurch Hospital 


	Externally
	
	

	1 
	Patients and their families

	2 
	General practitioners, private hospitals and community health providers

	3 
	Other public and private sector health agencies


	KEY PERFORMANCE OBJECTIVES:

	

	Task
	To provide secretarial and administrative support to the Department

	Expected result
	1. Management of clinical /general dictation (via electronic dictation system  Winscribe)
· Clinical typing is completed within specified timeframes

· Presentation, grammar and spelling accuracy is maintained at a high level

· Actions arising from clinical dictation are carried through or forwarded to relevant person

· Documents are identified as per naming convention

2. Management of mail

· Incoming mail is reviewed and acted upon as indicated 

· Urgent matters are brought to the SMO’s / CNS’s attention

· Appropriate additional information is attached to assist SMO with decision making

· Outgoing mail is dispatched promptly

3. Other administrative duties as required
· Required information collated for clinical meetings
· Meeting rooms and equipment is set up prior to beginning of meetings

· Outcomes from clinical meetings are acted upon

· Other SMO correspondence is typed in a timely fashion

· An efficient filing system is maintained

· Typing templates are maintained and updated as required (via Soprano application)

	Task
	To manage the accessing and utilisation of patient information

	Expected Result
	1. Patient information is entered / updated / retrieved from patient management systems and databases as required

2. Clinical notes are made available as and when required 

3. The location and movement of clinical notes is logged in PMS

4. Clinical information is stored in a secure and confidential manner at all times (including electronic information)

5. Patient access to clinical information is facilitated via the Patient Information Office

	Task
	To communicate effectively with all internal and external clients

	Expected Result
	1. Enquiries / requests from patients, GPs, and others are responded to promptly and courteously and appropriate action is taken

2. Complaints are handled diplomatically and in accordance with CDHB policy 

3. Good public relations and communication skills are practised at all times

4. Effective working relationships are maintained with all staff 

5. Enquiries from the media are passed onto the Service Manager or Customer Services without comment

	Task
	To function as an effective member of the Department of Gastroenterology  administrative team

	Expected Result
	1. Attends and contributes positively to team meetings 

2. Supports other members of the administrative team when required and as personal workload allows
· This includes basic functions to support Day Ward clinic coordinators such as clearing voicemail, confirming appointments, taking accurate messages

3. Notifies the Clerical Supervisor of any significant alterations in workload or issues affecting ability to work within timeframes

	Task
	To undertake other duties and projects from time to time as reasonably required by the Clerical Supervisor or Service Manager

	Expected Result
	1. Additional duties are carried out in the best interest of the Service and in a competent, efficient and professional manner

	HEALTH & SAFETY:


	· Observe all Canterbury DHB safe work procedures and instructions

· Ensure your own safety and that of others

· Report any hazards or potential hazard immediately

· Use all protective equipment and wear protective clothing provided

· Make unsafe work situations safe or, if they cannot, inform your supervisor or manager

· Co-operate with the monitoring of workplace hazards and employees health

· Ensure that all accidents or incidents are promptly reported to your manager

· Report early any pain or discomfort

· Take an active role in the Canterbury DHB’s rehabilitation plan, to ensure an early and durable return to work

· Seek advice from your manager if you are unsure of any work practice



	QUALITY:

	Every staff member within CDHB is responsible for ensuring a quality service is provided in their area of expertise.  All staff are to be involved in quality activities and should identify areas of improvement.  All staff are to be familiar with and apply the appropriate organisational and divisional policies and procedures.


	

	QUALIFICATIONS & EXPERIENCE:

	Essential

· Accurate dictaphone typist skills and ability to understand and use medical terminology
· Demonstrated experience in a role which required meticulous attention to detail and accuracy

· Demonstrated experience in a role that requires a high level of integrity and the application of confidentiality of information principles
· Demonstrated experience in a role which requires you to communicate effectively both in person and on the telephone - in a courteous, helpful, tactful and compassionate manner
· Intermediate user of Microsoft Office suite e.g Word, Excel and Outlook etc with the ability to develop and learn new skills as new software programs and systems are introduced.
· Demonstrated organisational, time management / prioritisation and problem solving skills
· Excellent organisational skills with the ability to prioritise being able to meet deadlines and work unsupervised

· Sense of humour, can-do attitude, reliable – only need to ask once, good personality fit, persistent
· Tidy personal appearance
Desirable 
· Knowledge of the Patient Management System, Winscribe and Soprano and other current in-house computer systems
· Commitment to standards of excellence and service improvement.
· Broad administrative experience  in a health related field 
· Ability to interpret multiple cultural accents with confidence and to seek clarification if dictation is unclear

	PERSONAL ATTRIBUTES:

Mandatory Key Behaviours:
· Able to work cooperatively and collaboratively within the Team
· Able to “work smarter” by being innovative and proactive
· Accepting of responsibility for own actions, responds to feedback and identifies areas for their professional development
· Adaptability to changing environment

· Innovative and proactive 

	

	

	The intent of this position description is to provide a representative summary of the major duties and responsibilities performed by staff in this job classification.  Staff members may be requested to perform job related tasks other than those specified.
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