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Job Description

[bookmark: _Toc10532019]
	Job title:
	NHS Dermatology Clinic assistant 

	Department:
	NHS Dermatology

	Location:
	South Sefton, Southport & Formby 

	Reporting to:
 
	NHS Admin Team Lead

	Direct reports:

	N/A

	Accountable to: 
(where applicable)
	NHS Admin Team Lead

	Job purpose:
	Support the smooth running of our NHS  Dermatology clinics.

	Role and Responsibilities:
	Main Responsibilities
Set up clinic room before derm clinic 
Meet and greet patients 
Assist patients with FFT 
Chaperone patients
Support clinician with any administrative tasks 
Daily clinic checklist (stock/emergency trolley)
Clean down clinic at end of day
Keep patients and/or clinicians informed when there are changes to appointments at short notice.  
Make outbound calls as required to support patient care.
Manage your own tasks and complete these within agreed KPIs.
Undertake training to support as a First Aider and Fire Marshal whilst working at a VHG facility.
Identify and escalate priority issues.
Any other ad hoc duties to support the function of the business.


Equality Diversity & Inclusion (EDI)
· We are proud to be an equal opportunities employer and are fully committed to EDI best practice in all we do.  We believe it is the responsibility of everyone to ensure their actions support this with all internal and external stakeholders.
· Be aware of the impact of your behaviour on others.
· Ensure that others are treated with fairness, dignity, and respect.
· Maintain and develop your knowledge about what EDI is and why it is important.
· Be prepared to challenge bias, discrimination, and prejudice, if possible, to do so and raise with your manager and EDI team.
· Encourage and support others to feel confident in speaking up if they have been subjected to or witnessed bias, discrimination, or prejudice.
· Be prepared to speak up for others if you witness bias, discrimination, or prejudice.

	Clinical Governance:
	This is a non-clinical role.





Person specification

	
	Essential
	Desirable

	Qualifications
	
	

	Experience
	
	· Previous experience working at a healthcare environment.
· Experience using NHS IT systems including EMIS, AccuRx, eRS, nhs mail.
· Experience with Microsoft Word and Excel

	Skills/knowledge
	· Professional telephone manner with excellent administration and customer service skills.
· Excellent attention to detail.
· Ability to use own initiative and adapt to changing priorities.
· Ability to problem solve.
· Ability to work well within a team
	



Version Control

	Owner:
	Head of Administration	Review:
	Annually
	Classification:
	1 (Proprietary)

	Author:
	Head of Administration	Version:
	V1.0	Status:
	DRAFT
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	TBC
	Code:
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	Version:
	Date:
	Summary of Changes

	V1.0
	22/08/2023
	Development of draft Job Description
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