	
	
	



Job Description


	Job title

	Office Management Referral Administrator

	Department

	Management Referral

	Location

	Dane Mill Business Centre, Broadhurst Lane, Congleton CW12 1LA

	Reports to

	Business Manager

	Supervisory responsibilities

	N/A



Overall Job Purpose: 

	To provide a proactive, confidential and professional customer focused management referral / case management administrative service ensuring consistency in approach and accuracy of advice.  To liaise with other members of the Acorn Occupational Health Ltd team to support and assist them in their role of providing Occupational Health services.  



Main Duties and Responsibilities:
	· Provide management referral administrative support to the team, including, but not limited to diary management, handling post, e-mails, telephone calls, general correspondence, photocopying, shredding, scanning and report auditing.
· To follow explicitly the Policies and Procedures relating to Management referrals as well as other company policies.
· Develop and maintain effective working relationships with all stakeholders.
· Provide comprehensive advice to customers and promote the services provided by Acorn Occupational Health with the focus being sickness/ Absence and Management Referral. 
· Set up New Customer accounts in line with Company policies and procedures.

· Responsible for management referral case management administration by:  
· Maintaining the Management Referral Spreadsheet.
· Thoroughly inputting Management Referral Information into the Orchid System.
· Chasing and maintaining the associated paperwork in relation to General Practitioners (GP) Report Requests. 
· Only using Ad Hoc nurses and Occupational Health Doctors who have provided evidence that their NMC/GMC membership is current.
· Handling customer enquiries & requests, co-ordinate and track progress, ensuring customer liaison throughout the process.
· Processing forms in line with Company procedures to ensure completeness and accuracy.

· Maintaining accurate paper and electronic records including but not limited to spreadsheets and databases.

· Reviewing and auditing reports in line with Company policies and procedures and provide written feedback to the author.

· Support Nurses/OHP’s in preparing for their appointments.
· Maintaining the Ad Hoc nurses/Occupational Health Practitioners (OHP) spreadsheet which involves ensuring that Ad Hoc staff are qualified and indemnified. Ensuring that they have appropriate certificates of competence and calibrated equipment (where appropriate) for conducting health surveillance.
· Assist in resolving problems and complaints raised by unsatisfied customers and escalate to your Line Manager where appropriate to maximise customer satisfaction.
· Co-ordinate and assist in the organisation of meetings and training needs.
· Identify continuing professional development needs and engage in educational opportunities.
· Assist in the design and development of projects, systems, policies and procedures to facilitate improved efficiency and workflow processes.
· Assist in managing filing systems (current and archived).
· Liaise and handle customer requests providing accurate advice on Occupational Health legislation. 
· Data gathering for the preparation of reports to provide Management Information.
· Prepare files and documents using pre-defined templates.
· Liaise closely with the Acorn team to ensure effective communication.
· Operate within national legislative and statutory frameworks including, but not limited to, General Data Protection Regulations, Health and Safety at Work Act, Equality Act and Company Policies and Procedures
· Every member of staff is expected to show respect to their colleagues and to understand and adhere to Acorn’s values; they are also expected to work collegially and to support all the teams with which they have contact in achieving Acorn’s objectives.






These duties and responsibilities are indicative and not exhaustive. We may make adjustments from time to time to reflect the changing needs of the organisation. We may require you to carry out reasonable alternatives within the character of your post. We expect you to adopt a flexible approach to your role but will consult you about significant changes.
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