Covid-19 Vaccination Programme – Vaccination (Front of House/ Reception) Support 3
About the role:
As a Front of house / receptionist working in immunisations, the post holder will work as part of a dynamic team in delivering a safe and effective service for the mass delivery of the COVID-19 vaccinations. The post holder will provide reception and administrative support within at patient arrival to a mass vaccination site.
In particular, the post holder will be responsible for:

· Patient check in and pod allocation. Initial patient health check to ensure they are COVID 19 symptom free and escalate more challenging scenarios
· Verifying patient documentation to ensure they meet basic eligibility criteria for vaccination
· Maintaining accurate records and ensure strict confidentiality
Key job specifics and responsibilities
Responsibilities for direct/indirect patient care
· May be required to provide non-clinical advice
· Required to work independently, under supervision
.
Responsibilities for policy and service development implementation
· Follow local and national policies
· Adhere to Professional Code of conduct, and maintain own professional development ensuring fit for practice
· Respond to queries or escalate to the clinical supervisor.
Responsibilities for financial and physical resources
· Responsible for the safe and effective use of equipment and other resources, ensuring equipment is maintained in good working order

Responsibilities for human resources (including training)
· Undertake mandatory training and any other training relevant to the role as required
· Participate in clinical and other audits as required
· Participate in relevant emergency preparedness process for the team
· Demonstrate own activities to others when necessary.
· Understand current and emerging factors related to work place health and the issues facing those working to deliver health services to the UK population
Role specific

· Receive, assist and direct patients in accessing the appropriate service or healthcare professional in a courteous, efficient and effective way. 
· Verify citizens’ booking confirmation and paperwork and allocate an individual vaccination number and pod using a barcode scanner or other technology devices provided. 
· Ensure that the allocation maintains an efficient flow to the individual Pods and that vaccinators are fully utilised. 
· Conduct the initial health check, ensuring that citizens do not show COVID-19 symptoms (such as high temperature). 
· Check if the citizens have received any flu and COVID-19 vaccination in the last 28 days (or other relevant period as per vaccination guidelines). 
· Be aware of any complex scenarios (different vaccine allocation, risk of adverse reaction guidance) and escalate any clinical questions or concerns to the right representative. 
· May need to provide citizens with relevant information materials (e.g. leaflets) and offer brief explanation of the steps pre, during and post vaccination that the citizens need to be aware of. 
· Manage arrival exceptions together with the steward and support citizens that are turned away, without disrupting the overall throughput of the activities. 
· Maintain accurate records and ensure strict data and patient record confidentiality. 
· Maintain an efficient and accurate centralised filing system both paper and electronic, which ensures easy access to files and information as and when required. 
· Collect, collate and report routine data and information. 
· Order supplies, equipment and leaflets as required, liaising with administrative staff. 

Behaviour / Ways of working / Work approach 
Responsibilities for information resources (including systems access)
· Effectively use IT support systems to enhance direct and indirect care delivery
· Use of an electronic patient record system
· Submit accurate and timely activity data as required.
Freedom to act
· Accountable for own professional actions but guided and supervised by the Vaccination supervisor
· Escalate queries or problems outside own area of competence to registered healthcare professional or clinical supervisor
Physical effort
· Manual handling of equipment (e.g. records, vaccination equipment)
· Frequent requirement to exert moderate physical effort (walking, standing up)
· Sit moderate periods when using visual Display Units / writing records / correspondence
· Lift and carry patient records and equipment daily.
Mental effort
· Work pattern altering to meet service need and prioritising work issues accordingly with changes faced.
Emotional effort
· Occasional need to cope with difficult emotional situations
· Work within organisation policies, procedures and guidelines.
· Occasional exposure to aggressive patients and family members
Behaviour / ways of working / work approach
· Manage and prioritise own workload
· Work as an effective team member, demonstrate good personal communication skills and actively promote excellent team and interdisciplinary relationships
· Demonstrate appropriate assertiveness and ability to challenge others when the rights of clients and others may be infringed
· Demonstrate concise, accurate, timely record keeping and ensure that all work carried out is recorded accurately.
· Work as an effective team member demonstrate good personal communication skills and actively promote excellent team and interdisciplinary relationships
· Demonstrate appropriate assertiveness and ability to challenge others when the rights of clients and others may be infringed
· Demonstrate concise, accurate, timely record keeping and ensure all work carried out is recorded accurately 
Patient Safety and Clinical Governance
· Assist in the monitoring and maintenance of health, safety and security of self and others in work area
· Assist in the identification and assessment risks in work activities
· Observe and maintain strict confidentiality with regards to any patient/family/staff records and information in line with the requirements of the Data Protection Act
· Practise within the national protocols, training and levels of competence
· Adhere to centre policies, procedures and processes
· Work with team to maintain high standards of cleanliness in the clinical area and a well-maintained department environment
Person specification
Qualifications
Educated to GCSE level or equivalent, Good basic education, Customer service training
Knowledge and experience
· Understanding of Confidentiality and Data Protection Act 
· Able to demonstrate a basic understanding of national immunisation programme
· Previous relevant experience in clerical environment
· Previous Healthcare admin experience 
Skills, capabilities and attributes
· Clear eligible handwriting
· Proficient keyboard skills
· Good time management 
· Able to use own initiative
· Good communication skills
· Able to maintain and record accurate documentation of interactions between clients, colleagues and other agencies in the appropriate legal records
· Able to demonstrate professional conduct, preserve client’s rights including confidentiality and promote mutual respect amongst colleagues
· Work according to protocols under clinical supervision.
· Able to work flexibly and under pressure at busy times
Values and behaviours
· Good communicator, able to deal sensitively with others
· Self confidence
· Good telephone manner
· Good time keeping ability
Other
· Commitment to Role and Service Development
· Able to make connection between their work and the benefit to patients and the public
· Consistently thinks about how their work can help and support clinicians and frontline staff deliver better outcomes for patients
· Values diversity and difference operates with integrity and openness
· Works well with others, is positive and helpful, listens, involves, respects and learns from the contribution of others
Salary
AFC Band 2)
Tenure fixed term contract

