
 

JOB DESCRIPTION 

Post Title:  Dermatology Lead Administrator / Secretary 
Level/Salary:  Band 3/4 (£10.66 per hour) 
Hours:   32 hours per week 
Location:  The Three Spires Medical Practice - Truro Health Park 
Responsible to:  Operations Manager / GP Partners 

 

Post overview 

To provide a comprehensive and high quality administrative support to the Practice and the Cornwall Skin Clinic, as 
part of the administrative team under the guidance of the Operations Manager.  Accuracy and attention to detail are 
crucial elements of the post. 

Key responsibilities 

Cornwall Skin Clinic (Dermatology) 

 Communicate effectively by competent use of email, telephone, written and face-to-face communication 
according to guidelines and customer care standards. 

 To work as part of the Dermatology administrative team, generating correspondence, referrals, reports and 
other communication as necessary. 

 To produce correspondence e.g. GP letters; either for signature or to be sent without signature, as required. 

 To organise the Cornwall Skin Clinic rotas, checking Consultant availability, nurse and HCA staffing levels and 
room availability (clinic and consulting).   

 Book clinic and consulting rooms as required and publish rotas in advance to RCHT and the Dermatology 
team (advising of template for appointments). 

 To assist the Cornwall Skin Clinic in the arrangement of appointments, investigations, prescriptions and 
equipment as necessary.  

 Ensure clinic paperwork is prepared in a timely manner, checking all referrals are available; requesting notes, 
investigations and test results as may be required. 

 Use SystmOne clinical system to register new patients and update as necessary.   

 To note patients arrivals in PAS for, and on the same day, as each clinic. 

 To maintain a comprehensive and highly accurate database of all appointments, including any patients who 
did not attend (DNAs). 

 To record all patient outcomes in PAS. 

 To arrange follow-up appointments with patients. 

 Liaise with RCHT for onward referral and follow-up of patients attending the clinic. 

 To log all documents received for the Cornwall Skin Clinic, ensuring accurate traceability and processing 
those documents as required. 

 Ensure that all correspondence, reports and results are filed correctly and in a timely manner. 

 Deal with enquiries from various sources including patients, other NHS bodies or on behalf of patients. 

 To assist with the administrative running of the Clinic - ordering and checking delivery of consumables (as 
required by clinicians), stationery, photocopying, filing and other general clerical tasks as required.  

 Liaise with partner Dermatology Administrator, ensuring a comprehensive handover of documentation, 
information and workload status. 

 To provide cover for partner Dermatology Administrator during periods of annual leave and/or sickness 
absence. 

 
Secretarial 

 To work as part of the medical secretary team, providing audio and copy typing duties. 

 Generate correspondence, referrals, reports and other communication, accurately transcribing dictation, 
understanding the context and re-arranging as necessary. 

 To produce correspondence either for signature or to be sent without signature, as required. 
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 To assist the GPs in the arrangement of appointments, investigations, prescriptions and equipment as 
necessary. 

 To log all documents received in the department, ensuring accurate traceability and processing those 
documents as required. 

 Ensure that all correspondence, reports and results are filed correctly and in a timely manner. 

 Deal with enquiries from various sources including patients, other NHS bodies or on behalf of patients. 

 To keep up to date with changes to hospital departments, consultants etc., for referrals. 

 Participate in audits, as required. 

 To provide cover for other medical secretaries during periods of annual leave and/or sickness absence. 

 Other administrative duties as may be required. 

 The post holder has access to confidential patient information and will, therefore need to have a working 
knowledge and adhere to all aspects of information governance, data protection and confidentiality policies. 
Ensure that patient confidentiality is maintained at all times.  

 The post holder will need to check patient details against a range of data sets to ensure a high level of data 
quality. 

 The post holder will work with little supervision, prioritising and managing his or her own workload on a day-
to-day basis. 
 

General 

 To ensure the Practice’s ongoing compliance with the CQC’s (Care Quality Commission) essential standards 
of quality and safety. 

 To take an active part in the appraisal process. 

 To comply with all relevant Health and Safety regulations and assist the Practice in the implementation of its 
own Health and Safety Policy.  

 To comply with and actively promote the Practice’s Equality and Diversity Policy.  

 To support sustainability practices and recognise the shared responsibility of carrying out duties in a 
resource efficient way.  

 To undertake any other duties as appropriate. 
 
 

General Practice is an ever-changing service and all staff are expected to participate constructively in Practice 
activities and to adopt a flexible approach to their work.      

This job description will be reviewed annually during the appraisal process, and will be varied in the light of the 
business needs of the Practice.  

The job description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary 
from time to time without changing the general character of the post or the level of responsibility entailed.  Such 
variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the 
post.  

 

  



 

Person specification 

 Essential Desirable 

Qualifications Minimum of GCSE Grade C (or equivalent) in 
Maths and English. 
 
Level 3 qualification in business administration or 
equivalent. 
 
 

ECDL 
 
 
Medical Secretary qualification 

Experience Proven Windows experience (Word, Excel, 
PowerPoint). 
 
Knowledge of medical databases / software. 
 
Knowledge of medical terminology. 
 
Prior experience in a similar role. 

Experience in an administrative role within 
healthcare. 
 
Previous experience in a similar role in a GP 
surgery. 
 
Knowledge of ‘SystmOne’ software. 
Knowledge of PAS system 
 
 

Skills and 
abilities 

Ability to work as part of a multi-disciplinary team. 
 
Ability to work quickly and accurately. 
 
Excellent concentration skills, demonstrating 
undivided attention to detail. 
 
Excellent communication and inter-personal skills. 
 
Ability to prioritise and manage own workload. 
 
Good time management skills with the ability to 
work to deadlines. 
 
 

 

Disposition / 
Attitude / 
Motivation 

Desire to achieve and maintain high standards. 
 
Able to cope with sensitive nature of work, with a 
patient and calm approach. 
 
Self motivating – able to work with minimal 
direction. 
 
Innovative and proactive. 
 
Show complete reliability in all matters and is 
honest and trustworthy. 
 
Possess a real desire to provide quality service to 
patients. 
 

 

Other Willing to work flexible hours as necessary. 
 
Ability to provide cover during periods of annual 
leave and / or sickness absence. 
 

 

 


