Job Title: GP Surgery Workflow Administrator
Location: Glebe Surgery Storrington 
Hours: Negotiable depending on experience
Salary: Depending on experience
About the Role
We are looking for a friendly, organised and reliable Workflow Administrator to join our busy GP surgery team.
This is an important role within the practice, helping to ensure that incoming correspondence is processed accurately and efficiently, so that patient information is recorded correctly and passed on to the appropriate member of the clinical team when needed.
The role will mainly involve working with SystmOne, processing and coding incoming letters and clinical correspondence, alongside a variety of general administrative duties that help keep the practice running smoothly.
We are looking for someone who enjoys working in a team, has good attention to detail and takes pride in completing tasks accurately and on time.
Key Responsibilities
· Process incoming letters, hospital correspondence, clinic notes, discharge summaries and other clinical documents using SystmOne.
· Read, identify and apply appropriate clinical codes to incoming correspondence, in line with practice procedures and training.
· Ensure patient records are updated accurately and promptly.
· Identify correspondence that requires further action and direct it to the appropriate GP or member of the clinical team, following practice protocols.
· Highlight urgent or potentially significant correspondence in accordance with agreed procedures.
· Manage workflow tasks and outstanding correspondence to help maintain an efficient and timely service.
· Carry out associated administrative duties, including scanning, document management, filing and updating patient information where required.
· Maintain patient confidentiality and handle sensitive information in accordance with GDPR and practice policies.
· Work closely with colleagues to support the smooth day-to-day running of the surgery.
· Follow practice policies, procedures and deadlines, seeking advice whenever unsure.
About You
We would love to hear from someone who is:
· Friendly, approachable and a good team player.
· Well organised, methodical and able to manage a varied workload.
· Accurate, with excellent attention to detail.
· Comfortable using computers and learning new systems.
· Able to work independently while knowing when to ask for help.
· Respectful of patient confidentiality and sensitive information.
· Reliable, flexible and committed to providing a high standard of administrative support.
Previous experience in a GP surgery or using SystmOne would be an advantage, particularly experience processing clinical correspondence and applying clinical codes. However, a willingness to learn and a positive attitude are equally important, and training can be provided where appropriate.
What We Offer
· A friendly and supportive practice team.
· Training and opportunities to develop your skills.
· A varied and rewarding role within primary care.
· The opportunity to make a real difference by helping our clinical team provide safe, effective patient care.
How to Apply
If you are organised, enthusiastic and enjoy being part of a team, we would love to hear from you. Please send your CV and a short covering letter explaining why you feel you would be a good fit for the role.
Please apply to : Kim.palmer@nhs.net
We look forward to welcoming the right person to our team!

