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JOB DESCRIPTION 

 

 

 

Job Title:    Medical Secretary/Administrative Assistant 
 
Responsible to:  Deputy Practice Manager 
 
Accountable to:   Practice Manager 
 

 
Summary of Duties: 
 
Assist in the administration of the Surgery by providing secretarial and clerical 
support to the Partners, Doctors, Practice Manager and other staff.  Ensure the 
summary of patient medical records and entry of patient clinical data onto practice 
computer systems. 
 
 
Main duties and responsibilities of the post 
 
A. Secretarial Duties 
 
1. Provide a comprehensive, efficient, audio, copy typing and word processing 

secretarial service to GPs and Health Professionals as required.  This includes 
the typing of letters, reports, patient referrals, minutes, memorandums etc. in 
an accurate, timely and quality manner. 
 

2. To assist the Practice Management Team with all clerical and administrative 
duties. 

 
3. Accurately transcribe all correspondence by touch typing from audio dictation 

using knowledge of medical terminology.  Check and amend documents to 
ensure work is free from errors before sending to be checked by the originator 
or despatched, as appropriate. 

 

4. Process referral letters following Surgery procedures, meeting surgery 
deadlines and ensuring a high standard of grammar and presentation. 

 
5. Monitor achievement of referral targets and deadlines and report problems to 

the Practice Manager promptly. 
 
6. Monitor confirmation of receipt of urgent and priority referrals and undertake 

prompt remedial action in the absence of confirmation.  Arrange appointments, 
bookings and admissions as required. 

 



 
 
 
7. To receive incoming and initiate outgoing telephone calls in order to facilitate 

timely and appropriate communications.   Take accurate messages, give 
information and advice (not medical) to GPs, patients, relatives and other staff 
involved with the patient in a manner responsive to customer needs and in 
accordance with Practice procedures. 

 
8. Submit invoices to outside agencies and monitor payment for work undertaken 

by the practice. 
 
9. Deal with solicitors on behalf of the practice and administer the system for 

release of records, retrieving medical records, obtaining consents, typing of 
reports and invoicing thereof.  Ensure that defaulters are reminded once after 
one month and again after a further two weeks and then brought to the 
attention of the Practice Manager if unsuccessful. 

 
10. Deal with the insurance companies for PMAs and medicals, record details 

electronically,  retrieving records, obtain consents, return to company and 
keeping a financial record of all due payments.  Ensure that defaulters are 
reminded once after one month and again after a further two weeks and 
brought to the attention of the Practice Manager if unsuccessful. 

 
11. To establish and maintain filing and administrative systems ensuring that 

written or computer information is easily accessible and secure.  Copies of all 
letters sent out and replies received should be retained in the patient’s 
electronic records, in the practice’s shared folders or on paper, as appropriate.   
Filing methods must be consistent with Surgery procedures and facilitate easy 
retrieval.   

 
12. To liaise and arrange meetings (to include booking of rooms) as required and 

to attend meetings and take minutes ensuring they are typed and distributed 
within one week of the meeting.  These should be saved on the Surgery 
intranet. 

 
13. To assist with the gathering of statistics and information as required. 

 
14. Establish and maintain a system of stock control for office stationery and 

equipment and liaise with the Practice Manager regarding orders. 
 
15. Open and distribute incoming mail promptly and accurately. 
 
16. Scan incoming documents as required and in the absence of the scanner. 
 
17. To work flexibly providing cover for members of the secretarial team during 

periods of sickness and annual leave.  
 
18. Assist in reception to cover, for example, sick/holiday absences, to alleviate 

rota problems and to participate in the late night rota. 
 
19. Undertake any other duties that are considered to be appropriate to the post. 
 



A. Registration Links 

 
1. Process the registration and deduction of patients onto the practice computer 

system ensuring the maintenance of the patient register in accordance with the 
surgery policies and procedures. 

 
2. Request patient notes, monitor receipt and dispatch in accordance with 

policies and procedures. 
 

3. Retrieve and file patient records as required. 

 
B. Management of Medical Records 

 
1. To sort and summarise all clinical correspondence, including new patient 

records, received by the surgery accurately, recording all major events and 
illnesses, chronic conditions and diseases, major operations and procedures 
in accordance with the agreed protocol. 

 
2. To maintain an accurate, up-to-date, medical summary on computer. 

 
3. To maintain a comprehensive practice disease register. 

 
4. To liaise with the Deputy Practice Manager and the GPs to rectify any 

discrepancies, inconsistencies or apparent inaccuracies in the records. 
 

5. To ensure that all practice targets for the update of patient medical records are 
met, and to facilitate the process of clinical audit. 
 

6. To communicate with patients, dealing with enquiries and booking 
appointments as appropriate. 

 
7. Provide computerised summaries of patient records as required. 

 

C. Management of practice targets 
 

1. Support the Deputy Practice Manager in the management, maintenance and 
administration of the call and re-call programme within the Quality and 
Outcome Framework and enhanced service guidelines.  To include initiating 
patient invitations, clinic bookings and patient enquiries.   
 

2. Monitoring DNAs, review dates and follow up appointments as required. 
 

3. Assist the practice manager with audits. 
 

4. Provide administrative input as required to the clinical team. 
 

5. Maintain and develop clinical data utilising computer searches.  Assist in the 
development and maintenance of procedures and protocols. 
 

6. Support the administrative and clinical teams when new national and local 
policies affecting clinical data are introduced  

 
7. To monitor the achievement of practice targets. 



 
8. Assist in the production of evidence to support submissions of activity. 

 
C.  Other 
 
1. Ensure security of data and information in accordance with the Data Protection 

Act, the Practice's policies and procedures and other relevant legislation. 
 
2. Promote and maintain own and other's health, safety and security, in accordance 

with legislation and the Practice's Health and Safety and Security policies. 
 
3. Support the equality, diversity and rights of patients, carers and colleagues, to 

include: 
 acting in a manner that recognises the importance of people's rights, 

interpreting them in a way that is consistent with the Practice's procedures and 
policies and current legislation, 

 respecting the privacy, dignity, needs and beliefs of patients, carers and 
colleagues 

 behaving in a manner which is welcoming to, and of, the individual; is non-
judgmental and respects their circumstances, feelings, priorities and rights. 
 

4. Participate in the Practice's staff appraisal system. 
 
5. Undertake any other duties that are considered to be appropriate to the post. 



 

 

 

 

A Education and Qualifications 
Essential Desirable Means of 

Assessment 
Good general education 
 

European Computer Driving Licence 
or equivalent 
Typing qualifications equivalent to 
RSA2 

CV 

 
B Knowledge and Experience 

Essential Desirable Means of 
Assessment 

 Typing 
 Filing 
 General administrative 

experience 
 Knowledge of Windows, 

Outlook, Excel and Word 

 Audio-typing 
 Clinical terminology 
 Use of EMIS electronic patient 

record system 
 Summarising patient records 
 

CV/Interview 

 
C Skills and Abilities 

Essential Desirable Means of 
Assessment 

 Good communication skills, 
oral and written 

 Good team working 
 Good interpersonal skills 
 Accuracy 
 Flexibility 
 Maintain confidentiality 
 Effective problem solving 

skills 
 Able to meet deadlines 
 Self-motivating 
 Plan and manage time 

effectively 
 Demonstrate initiative 

 CV/Interview 

 
D Special Requirements 

Essential Desirable Means of 
Assessment 

 Possess high work standards 
 Honest 
 Able to pass pre-employment 

medical 
 Able to obtain satisfactory 

CRB clearance 

 Interview 
 
Occupational 
Health Assessment 
 
CRB check 
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