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JOB DESCRIPTION
Position:

Ward Clerk
Reports to:

Ward Manager
Responsible to:
Clinical Manager
Job Summary

Maintain effective processes for ensuring both offline and online patient files and paperwork is compliant and updated and paperwork that is used by floor staff on a day to day basis is available and accessible. Ensure relevant paperwork is in date and completed before filing appropriately. Helping with the general upkeep and running of the ward such as phone answering and taking messages as well as and helping service users appropriately with simple and appropriate tasks as directed by the clinical staff.
Responsible for:
· Adhere to all company policies and procedures. 

· Complete all ward filing in line with Cygnet policies and keep office paperwork accessible, updated and compliant.
· Ensure admission paperwork is updated and available for every patient.
· Ensure an ordered ward filing system and adequate copies of paper based forms such as observation forms. To include de-bulking files and archive paperwork as needed.
· Ensure all files are clean and in a good state and replace where need be. 

· Photocopying and redacting any patients notes that are requested.
· Ensure sectioned patients have appropriate section 17 leave forms in place and old forms are appropriately removed and filed securely.

· Check all service user have Section 132’s signed and in date. 

· Keep on top of all posters and make sure they are correct and up to date on ward. 
· Replace menus on a weekly basis. 
· Transport mail to and from the ward each day.
· Request stationery supplies for the ward and ensure adequate stock.

· Assist ward in booking transport.
· Be minute taker for ward meetings, to include weekly ward rounds, staff/ nurses meetings and business meetings on a monthly basis.
· Support the day-to-day smooth running of the ward, answering calls and taking messages.

· Attend all statutory and mandatory training as allocated.
· Undertake any reasonable request, including cross covering other wards.
This job description is not an exhaustive document and may be subject to alteration in the light of future changes or developments. The post of Ward Clerk is seen as an integral part of the smooth running of the hospital. 
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