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Job Details

Job Title:
Heath Records Clerk

Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an NHS organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The Heath Records Clerk will be a member of the Health Records team.  The post holder will be responsible for providing an efficient, timely and responsive health record provision service to the organisation in order to support a high standard of clinical care to the patients.

The Heath Records Clerk will also be responsible for monitoring and maintaining the physical condition of health records and contribute to the process of digital storage of the records.

Duties and Responsibilities

•
Retrieve health records from Central Library, within the organisation and from other health care facilities, for clinic preparation purposes, emergency admissions and to meet requests from other departments.

•
Provide health records in a responsive and timely manner throughout the organisation and to other authorised health care facilities as required.

•
Present a professional and positive image of the department at all times and also to maintain good working relationships with staff at all levels.

•
Ensure all health records leave Central Library in a good state of repair containing appropriate stationery.

•
Sort and file health records correctly in the approved manner in accordance with Health Records operational procedures.

•
Maintain filing areas ensuring health and safety procedures are adhered to. 

•
Handle all health records with care.  Repair health records which are found to be in a poor condition in accordance with approved procedure for repairing a health record.

•
Prepare and segregate documents within each health record in readiness for electronic scanning following operational procedure.

•
Produce barcode sheets for each health record to be electronically scanned.
•
Clean, test and calibrate scanners before use each day.

•
Be conversant with the retrieval process for electronically scanned documents, including viewing of documentation and reconstitution of health records. 

•
Access and update information using the organisation PAS system.  

•
Undertake clerical duties to support the process of the organisation’s patient activity and to meet the relevant departmental/organisation targets.

•
Assemble health records for Out Patient Clinics ensuring procedure for preparing health records is followed.
•
Deal appropriately with all enquiries and requests, via fax, telephone and email, ensuring a responsive service is delivered.

•
Help support the standards required regarding providing a closed library facility, including dealing with visitors in accordance with the organisation’s security procedures.

•
Carry out duties in a safe and proper manner, without risk to the health and safety of any person who may be affected by their actions.  Failure to do so will result in the instigation of disciplinary action.

General Duties of all employees
•
To observe the provisions of and adhere to all organisation policies and procedures.

•
To actively participate in the annual performance review to identify personal development needs.
•
To attend organisation Statutory and Mandatory training sessions as required and any other training courses relevant to the post. 

•
To be aware of the confidential aspects of the post. Breaches of confidentiality will result in disciplinary action that may involve dismissal.  The post holder should also be aware that, regardless of any action taken by the employing authority, breaches of confidentiality could result in civil action for damages.

•
To comply fully with the relevant sections of the Health and Safety at Work and specific organisational policies and procedures relating to health and safety in the work place.  

•
All staff will be treated with respect by management, colleagues, patients and visitors and equally staff will treat management, colleagues, patients and visitors with the same level of respect. Staff will be supported to challenge any discriminatory behaviour that may be based on differences in race, disability, language, culture, religion, sexuality, age, gender or employment status.

•
All employees are individually responsible for the prevention and control of infection within their own area. The employee must attend Infection Control Induction training and mandatory Infection control training. The employee must follow all, organisation policies, procedures and guidelines relating to Infection Control.

•
To adhere to relevant Code of Practice of Professional body (if appropriate)

•
The duties contained in this job description are not intended to be exhaustive.  The tasks and responsibilities of this post are likely to evolve in line with the organisation’s continued organisational development.

•
The post holder must be flexible in the duties performed and it is expected that similar duties, not specifically listed above, will be carried out as required and may be cross site. Any such variation will be agreed in advance between the post holder and their manager as part of the continuing process of management review and development. 

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	Good general standard of education.
	Hold relevant qualifications.
	Application form

	Personal qualities
	Ability to work under pressure and produce high quality work to tight deadlines.

Ability to work on own initiative and support new ways of working.

Strong interpersonal team working skills

Self motivated, flexible, with an enthusiastic approach to work.


	
	Application form and interview

	Experience
	Minimum of 1 years NHS experience.

Planning, organising workload to meet deadlines


	
	Application form and interview

	Skills and knowledge
	Possess quality verbal and written communication skills to deal with a variety of contacts.


	Have an understanding of operational issues within an Acute NHS Trust

Data protection legislation; Caldicott and other relevant guidance

Use of a PAS

PC Based Skills


	Application form and interview


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).
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