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Volunteer Role Profile

Opportunity:

Volunteer Ward Clerk 
Team :


Nursing Team

Supported by:  
Clinical Services Administrator 
Hours available:  
1 day per week Monday to Sunday 

(providing cover between 9.30 am – 3.00 pm) 
Main purpose of the role:  This voluntary position will be part of a team supporting our Incare unit by providing general admin support to the clinical, medical and nursing staff. This involves undertaking routine daily tasks which are essential for the smooth running of our clinical services.  The nature of our work can be unpredictable at times; therefore you will sometimes need to manage priorities in a prompt and efficient way.
Key tasks:
· Providing a prompt, friendly, professional and informed reception service that is responsive to all Incare visitors and telephone enquiries.
· Operating various items of office equipment e.g. fax, photocopier, and use of the computer. 
· Processing incoming and outgoing mail including that of patients. 

· Maintaining communications with other agencies involved in a patients care including GP’s, Community Nursing, Social Services, Macmillan Nurses, Medical Records etc. to advise on admissions, discharges or deaths.
· Assisting in arrangements with the booking/cancelling of patient transport.
· Ensure pathology results and hospital correspondence is filed promptly in patient records. 
· Record and monitor the receipt and transfer of external patient notes, liaising with the Trust Medical Records and Clinical Coding departments as appropriate.
· Ensuring an adequate supply of stationery, patient information literature and patient documentation is readily available. 
· Under the direction of the nurse in charge liaise with bank staff regarding availability to cover shifts. 
· Maintain general tidiness of Incare reception and surrounding areas to promote an efficient working environment.
· In conjunction with the Clinical Services Administrator undertake general admin tasks providing support to other clinical teams within the Hospice.
Desirable qualities:

· Good level of IT skills, including Microsoft Office packages

· Excellent communication and interpersonal skills

· A friendly and professional approach to dealing with people 
· Ability to work within a busy team and often without supervision 
· Ability to manage multiple priorities 
Experience of working in a similar admin role would be an advantage.
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