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ENDOSCOPY CO-ORDINATOR		
[bookmark: _Hlk172633081]BAND 	3

	Job Summary

	· To oversee all aspects of the scheduling, booking, preparation and delivery of patient endoscopy lists.

· Be responsible for the timely and accurate input, maintenance and updating of confidential patient information onto all relevant Health Board IT systems. This includes patient demographic data, clinical priority, accurate procedural details and any other relevant clinical information as provided by medical, nursing and allied health profession staff.

· To provide a comprehensive, courteous and efficient endoscopy reception service to patients, their relatives and members of the multi-disciplinary team, and perform a high standard of clerical duties associated with the co-ordination of endoscopy lists.
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	Responsibilities and Duties

	Planning and Design
Maintain waiting lists for all Endoscopy procedures, ensuring that appointments are arranged for patients in line with local procedures and targets. 

Prioritise the filling of endoscopy lists to capacity. Book urgent patients into the next appropriate treatment list, liaising with the responsible clinician where necessary.

Ensure that patients of cancelled lists are communicated with at the earliest convenience and re-assigned to future clinics (within the agreed booking parameters) and that all cancellation and urgent slots are utilised. 

Be responsible for tracking the movement of all case notes that you handle as and when they are moved using organisation processes.
Work within own levels of competence without direct supervision, with the ability to recognise and refer any non-routine queries to relevant supervisor or manager where necessary.  The postholder is responsible for managing their own workload.

Liaise with and support Health Records staff in searching for and delivery of patients’ case records to the required clinical area and within agreed timescales including the transportation of case notes and/or x-rays between scheduling offices and clinical areas (as required).

Improvement and Monitoring
Ensure that all outcomes for patients attending Endoscopy are recorded clearly and accurately and within prescribed timescales, and that appropriate follow-up action is taken promptly as and when necessary (e.g. if patient needs to attend clinic or a further investigation).

Collaborate with supervisors and managers to contribute to effective changes and development of procedures where necessary. Provide advice on referrals, outpatient process, appointments and list arrangements when required. Adhere to health board and departmental guidelines. 

Escalate any relevant problems e.g. a lack of list capacity, potential waiting list breaching patients or any issue affecting the timely care of patients in order that remedial and timely action can be taken. 

Be aware of and implement the detail of WG rules and regulations regarding Referral to Treatment Times (RTT) and administer these correctly to ensure that all patient pathways accurately reflect the progress of the patient towards their treatment.

Communications
Be responsible for communicating with and booking patients, following pre-procedure protocols in readiness for pre-assessment. 

Provide a high-quality reception service for all patients and their friends and families, including telephone queries, receiving and departing patients and process non-attendances.

Respond to patient complaints and concerns with tact, diplomacy and empathy in line with Health policies and values and behaviours. 

Communicate with patients in a sympathetic and tactful manner, whenever possible partially or fully booking appointments and negotiating the proposed dates for clinic attendance and admission for treatment. Deal with issues of sensitive and confidential nature by working to Health Record Accreditation standards, respecting patient confidentiality at all times.

Attend all meetings that will keep you in touch with the organisation’s plans, or that aids communication with the directorates and departments delivering patient care. This includes endoscopy scheduling meetings and regular contact with clinical staff. 

Finance and Budget
Be responsible for the care of office equipment and report problems when they occur.  Responsible for the ordering of stationery stock on behalf of the Department. 

Management, Leadership and/or Training
Demonstrate, train and explain a range of practices and procedures of own role to new or less experienced staff.  

Work within the Endoscopy multi-disciplinary team providing administrative support and assistance and liaise with other departments as necessary. 

Digital and Information	
Upload all referrals onto the relevant electronic patient information management systems

Complete and present departmental data monitoring and audits, including the throughput of patients, types of tests and waiting times. 

Remain up to date with current procedures in connection with CWS, Myrddin and EMS and any other IT system that you may be required to use as part of your duties. Participate in training initiatives as and when required.
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	Essential
Level 3 in Business Administration (or similar) or equivalent knowledge and experience.
ECDL Certificate or similar qualification, or equivalent knowledge and experience

Desirable
Understanding of medical terminology 
Knowledge of waiting list procedures
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	Essential
Previous experience in clerical/administrative role 
Experience working with general public 

Desirable
Experience in using patient management systems
Working in the NHS or other healthcare setting
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	Essential
Effective communication skills
Organised and methodical with good attention to detail
Ability to manage own workload and work to deadlines
Proficient in the use of standard Microsoft applications, such as Outlook, Teams, Word, Excel, PowerPoint
Values underpinning behaviours identified for success in this role 

Desirable
Welsh Language Skills are desirable at levels 1 to 5 in understanding, speaking, reading, and writing in Welsh
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	· Standard DBS clearance 
· Ability to travel between sites in a timely manner to meet the needs of the service 
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