
Referrals Administrator Job Description April 2012 

The Peninsula Practice 
Working in collaboration with practices in Deben Health Group 

 

Partners:   The Health Centre  

Dr Lindsey Crockett   Mil l  Hoo, Alderton  

Dr Fiona Hobday  Woodbridge 

  Suffolk IP12 3DA 

  Tel:  (01394) 411641 

  Fax: (01394) 410183 

 
 

JOB TITLE:  Medical Administrator 
 

REPORTS TO:  PRACTICE MANAGER 
 

HOURS: 23 hours PER WEEK WORKED  

 
Job Summary: 

 
To be responsible for the Practice patient referral pathway to other primary 

and secondary care services. To ensure all patient referrals are processed 
using the most direct referral pathway to ensure the patient receives the 

soonest appointment in the appropriate clinic. 
 

To provide referral information for the partners so that the overall rate and 
types of referrals can be monitored. 

 
To ensure all information relating to referrals is up to date and communicated 

appropriately to practice staff. 
 

To be responsible for MDT meetings at the surgery and the PPG (Patient 

Participation Group). 
 

To be responsible for the administration relating to significant events 
 

Job Responsibilities: 
 

 To establish and maintain the System One set up to record initial patient 
referral requests from GPs. To ensure all patient referrals are recorded on 

their computerised notes. 
 To provide an efficient audio, copy typing and word processing service for 

GPs to ensure all referral and other correspondence is accurate. 
 To oversee the electronic referrals system, ensuring the ‘work list’ is 

monitored, that any rejected referrals are processed appropriately and 
that all responses via the ALL Referrals system are recorded on to the 

patient’s notes and reported to the GPs 

 To ensure appropriate referral correspondence is sent out to patients as 
required. 

 To liaise with hospital departments and clinics to track and monitor patient 
referrals appropriately. 

 To liaise with Community Clinics and Services to track and monitor patient 
referrals appropriately. 
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 To liaise with patients when required to provide referral information and to 
reassure them when necessary. 

 To ensure all referral pathway information is up to date and 
communicated to relevant practice staff. 

 To provide reports for GPs summarising patient referrals by type, 
speciality and GP. 

 To support other practice staff working on patient referrals as appropriate. 
 To monitor weekly bulletins from NHS England and the CCG and 

disseminate any referral information from them appropriately. 
 To provide other administrative support to Practice Managers relating to 

QOF and assisting with the gathering of statistics and information when 
required. 

 To liaise with Reception staff if needed over the processing of 2WW and 

Rapid Access referrals ensuring all information is recorded appropriately. 
 Gather all data needed to prepare for the MDT meetings within the 

practice. 
 Attend the MDT meetings and take minutes at the meeting. 

 Type up and action the MDT meetings. 
 To prepare agendas and minute meetings when required. 

 Oversee the PPG and deal with any correspondence to the PPG. 
 Carry out the PPG Patient survey and write the report as a result. 

 To assist with the delivery of the Enhanced services and the 
implementation of them. 

 To manage the rotas and entering them onto the clinical system and 
entering Annual Leave into the clinical system.   

 To assist with the practice workflow system when the data administrator is 
not available and to code and action letters according to the current 

protocol. 

 To assist the Practice Managers with any other duties required. 
 

Confidentiality: 
 

 In the course of seeking treatment, patients entrust us with, or allow us to 
gather, sensitive information in relation to their health and other matters. 

They do so in confidence and have the right to expect that staff will 
respect their privacy and act appropriately. 

 In the performance of the duties outlined in this job description, the post-
holder may have access to confidential information relating to patients 

and their carers, Practice staff and other healthcare workers. They may 
also have access to information relating to the Practice as a business 

organisation. All such information from any source is to be regarded as 
strictly confidential. 

 Information relating to patients, carers, colleagues, other healthcare 

workers or the business of the Practice may only be divulged to authorised 
persons in accordance with the Practice policies and procedures relating to 

confidentiality and the protection of personal and sensitive data. 
 

Health and Safety: 
 

The post-holder will assist in promoting and maintaining their own and others’ 
health, safety and security as defined in the Practice Health and Safety Policy, 

to include: 
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 Using personal security systems within the workplace according to Practice 

guidelines. 
 Identifying the risks involved in work activities and undertaking such 

activities in a way that manages those risks. 
 Making effective use of training to update knowledge and skills. 

 Using appropriate infection control procedures, maintaining work areas in 
a tidy and safe way and free from hazards. 

 Reporting potential risks identified. 
 

Equality and Diversity: 
 

The post-holder will support the equality, diversity and rights of patients, 

carers and colleagues, to include: 
 

 Acting in a way that recognizes the importance of people’s rights, 
interpreting them in a way that is consistent with Practice 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 and priorities and 
rights. 

 
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 individual performance review, including taking 

responsibility for maintaining a record of own personal and/or professional 
development. 

 Taking responsibility for own development, learning and performance and 
demonstrating skills and activities to others who are undertaking similar 

work. 
 

Quality: 
 

The post-holder will strive to maintain quality within the Practice, and will: 
 

 Alert other team members to issues of quality and risk. 
 Assess own performance and take accountability for their own actions, 

either directly or under supervision. 

 Contribute to the effectiveness of the team by reflecting on own and team 
activities and making suggestions on ways to improve and enhance the 

team’s performance. 
 Work effectively with individuals in other agencies to meet patients’ 

needs. 
 Effectively manage own time, workload and resources. 

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

 
 Communicate effectively with other team members. 

 Communicate effectively with patients and carers. 
 Recognise people’s needs for alternative methods of communication and 

respond accordingly. 
 

Contribution to the Implementation of Services: 
 

 Apply Practice Policies, standards and guidance. 
 Discuss with other members of the team how the policies, standards and 

guidelines will affect own work. 

 Participate in audit where appropriate. 
 
Signed (employee)………………………………………………………………………………….. 
Name (employee)…… ………………………………………………………… 
 
Signed (practice manager)……………………………………………………………………….. 
Name (practice manager)…… ………………………………………………………………….. 
 
Date………………………………………………… 

 


