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Duties and responsibilities:
Referrals:
An individual can have a health condition that can not be treated by medications provided by Primary Care (I.e. G.P. Surgery) and would require input from Secondary Care (i.e. hospital). The Medical Secretary will be required to refer that person either routinely, urgently or via two week wait process which will be decided by the clinician who saw the patient. The referral could be sent to the hospital or community centre.
Copies of medical records:
On occasion, there will be a request for a copy of medical records for either legal reasons or processing an application such as home office or housing. It is the responsibility of the Secretary to photocopy the necessary documents and send it off electronically or manually within the requested time frame.
Medical reports:
Sometimes, a company will request some medical information so that they can process some form of application for a patient such as life insurance or accident claim. It is up to the Medical Secretary to work with the Clinician to fill out the report for the company and charge them the relevant fee for it.
Questionnaire:
Once in a while, a GP Surgery will get a questionnaire with questions that can be answered by looking at medical records or asking the patient in question. This can be processed by the secretary or forwarded to the clinician for completion. Charges for these are located on the BMA (British Medical Association) website.
Private letters:
Occasionally, an individual can request a private letter for proof of registration or to aid with a application and it is up to the secretary to either draft the letter or type up a letter drafted by the doctor or manager. In most cases, there will be a fee for this. In some cases, the amount to be paid will depend on the type of letter requested. A more detailed letter will cost more.
Appointment enquiries:
When a patient is referred to secondary care or seen by a hospital or clinic, the secretary is able to chase when the appointment will be taking place or find out the outcome and request a discharge summary or clinical letter that can be included in their medical records and any follow up or treatment can be arranged.
Essential skills:
Medical terminology:
It is essential for a medical staff to know and understand medical information, basic human biology and clinical terms for transcribing reports or summaries. There are certain courses available to help strengthen and improve this skill.
Communication skill:
It is necessary for the secretary to be able to communicate clearly and politely, yet professionally whilst on the phone or face to face with the public, with outside organisations or their colleagues. Reading more and practicing writing will help improve this.
Information technology and typing proficiency:
Being able to type and / or write quickly and accurately will go a long way as it may be needed to produce referral letters, private letters or medical reports. Online courses are available which will assist with improving and maintaining the skills needed.
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