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Job Description – Medical Administrator
Location:

IFPA Clinic, The Square Shopping Centre, Tallaght 
Hours of attendance:
9.00 am to 5.00 pm 



Tuesday to Saturday 
Reporting to:

Clinic Manager
Functional relationships:
Clients


Receptionists


Doctors

Nurses

Counsellors
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Job purpose

The main purpose of this role is to ensure that women presenting to the IFPA for reproductive health services receive quality care in line with IFPA values, policies and procedures and with national and international best practice standards.

Main duties and responsibilities
	Task 1 – Reception duties

	1. Welcome and greet all clients and visitors to the clinic.

	2. Answer phones in a polite, consistent manner adhering to the appropriate telephone etiquette as set out in IFPA protocols.

	3. Register new clients and update client information on the Helix Health client charting system. 

	4. Book client appointments, including for contraception, early medical abortion, cervical smears, to the appropriate doctor, nurse or counsellor.

	5. Monitor any clinic delays. Communicate delays to clients, the relevant clinical staff and report patterns to the Clinic Manager.

	6. Process private client payments and medical card, pregnancy counselling and CervicalCheck appointments through the Helix system.

	7. Ensure the reception area/waiting room is welcoming, clean, organized and supplied with up-to-date materials.

	8. Open and close the clinic as per the IFPA procedure.

	Task 2 – Secretarial duties

	1. Prepare documentation and write up notes as required by the Medical Director or Clinic Manager. 

	2. Take minutes at team meetings.

	Task 3 – Financial Administration

	1. Handle daily cash takings and balance against Helix.

	2. Order coins and make bank lodgements.

	Task 4 – Diary Management

	1. Set up new clients on the Helix system. 

	2. Schedule appointments on the clinic diary system (including appointment length, account types).

	3. Monitoring Helix appointments to ensure availability is utilised to capacity.

	4. Respond to Helix “tasks” and monitor clinic email.

	Task 5 – Medical Administration

	1. Import and scan medical results (e.g. Healthmail, Affidea, CervicalCheck, laboratories, outside agencies) into client charts

	2. Import and scan electronic reports (e.g. CervicalCheck reports) into client charts and prepare check recalls and colposcopy referrals for the Medical Director.

	3. Liaise with outside agencies e.g. hospitals, laboratories and CervicalCheck, as required by the Clinic Manager or Medical Director.

	4. Basic stock management.

	5. Act as the “person in charge” in the absence of the Clinic Manager.

	6. Other medical administrative duties as required by the Clinic Manager.


Person specification
Essential skills and experience 

· Excellent spoken and written English: the ability to express service needs clearly and concisely in writing and verbally.
· Ability to work within a team.

· Ability to build and sustain close working relationships with clinic staff and with other service providers. 
· Understanding the importance of complying with operating procedures and protocols in a medical setting.  

· Understanding the importance of privacy and confidentiality in relation to interaction with clients and dealing with client information.
· Competency in the administration of IT systems (e.g. MS Office, MS Excel, MS Outlook) and client management systems.
· Ability to engage empathically and appropriately with clients while maintaining appropriate professional boundaries.
· At least two years general administrative experience.
· Good numeracy skills.
Skills and experiences that would be an advantage, but not required
· Previous work in a women’s reproductive healthcare setting or other healthcare setting.
· Experience of working with medical IT systems. 

· Experience of implementing client feedback systems.
· Report writing skills. 

The IFPA has an expectation that the medical administrator will:

· Consistently follow IFPA policies and procedures and be knowledgeable about all aspects of the role

· Understand that client satisfaction is critical to IFPA services, and that all IFPA clients should be provided with a consistently high standard of service

· Recognise client dissatisfaction and intervene appropriately
· Contribute to a favourable image of the organisation 

· Adhere to IFPA regulations / procedures regarding documentation and statistical information  

· Protect and preserve confidentiality and integrity of client information 

· Exhibit mutual respect for other staff members and function as a team member 

· Willingly offer or accept assistance when appropriate

· Adapt positively to changes in the work setting 

· Be positive and energetic in performance 

· Avoid causing clinic delays 

· Demonstrate initiative, resourcefulness, function independently and be efficient

· Incorporate the principles of continuous quality improvement into all activities

· Comply with all health and safety procedures to ensure their own safety and the safety of others in the workplace

Salary
€33,000 to €35,000 per annum
