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Job Description: 


JOB TITLE:	GP/ Nurse Assistant – Admin Role

LOCATION:	Lilliput Surgery  

REPORTS TO:	Clinical Services Manager 


	


Job summary:

Job Summary
The GP Assistant will work closely with the rota team to support the effective organisation and management of clinical workload across Shore Medical. This role will provide essential administrative and operational support in managing clinical ledgers, coordinating clinical leave, and ensuring the smooth reallocation of clinical work, enabling clinicians to focus on patient care.

Key Responsibilities

Rota and Workload Support
· Support the rota team in day-to-day management of clinical schedules.
· Assist with maintaining accurate clinical ledgers and records.
· Support managing clinical leave requests, ensuring appropriate cover is arranged.
· Support the reallocation of clinical work during periods of absence or high demand.
· Help to ensure rotas are updated in a timely and accurate manner.
· Cancel and manage clinical rotas when there is sickness or absence 

Administrative Duties
· Maintain clear records of annual leave, study leave, and other absences.
· Ensure communication of rota changes to relevant staff.
· Liaise with clinicians and the rota team to resolve scheduling queries.
· Provide general administrative support to the rota team as required.


This list is not exhaustive.

Confidentiality and Data Protection:

Confidential and personal information related to staff, patients and Parkstone Tower Practice must not be disclosed within or outside the place of work, except in the proper discharge of duties.  It is the responsibility of all staff to be aware of their obligations in respect of the General Data Protection Regulation 2018, as outlined in practice policy and procedure.


Equality and Diversity:

Parkstone Tower Practice is committed to developing, supporting and sustaining a diverse workforce, representative of the community it serves, through the creation of a work environment where staff are able to do their jobs to the best of their abilities without having to face discrimination or harassment. All employees have a responsibility to ensure that they understand the standards expected and that they promote and adhere to the policies and measures adopted by the practice.

Personal/Professional development:

The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:

· Participation in an annual development review, including taking responsibility for maintaining a record of own personal and/or professional development.
· Taking responsibility for own development, learning, performance and demonstrating skills and activities to others who are undertaking similar work.

Communication:

The post-holder should recognize the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognize people’s needs for alternative methods of communication and respond accordingly.

Contribution to the implementation of services:

The post-holder will:

· Apply practice policies, standards and guidance.
· Discuss with other members of the team how the policies, standards and guidelines will affect their own work.
· Participate in audit where appropriate.
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