	MYTIME ACTIVE

	JOB DESCRIPTION

	JOB TITLE:  Exercise Referral Administrator
	BUSINESS UNIT: Health, Active Lifestyles (Bromley)

	POST NUMBER:
	REPORTS TO:  Programme Manager


	MAIN PURPOSE

To be responsible for the administration and front-line support of the Exercise Referral Services, including processing client bookings, taking telephone enquires and supporting the Exercise Referral team with day to day workloads.


	SUMMARY OF RESPONSIBILITIES AND DUTIES
1. To be responsible for the input of patient data, via a bespoke electronic database, relating to the monitoring and evaluation of programmes.
2. To provide telephone registration support and respond to general telephone enquiries.

3. To liaise with the delivery team, coordinator and programme manager to ensure effective implementation of Referral programmes across all sites, including regular monitoring against KPIs.

4. To ensure initial appointments, inductions and follow up assessments are booked in as appropriate at designated intervals.

5. Support participant attendance through text messages reminders at certain points along their course journey, using Text Local templates and also via telephone calls before an initial appointments 

6. To ensure all patient data is entered into database, to ensure effective monitoring & evaluation of patients & programmes.
7. Liaise with referral partners including GPs, to ensure all referrals are appropriate and include a full data set of relevant information

8. To support a seamless transfer for patients to exit into mainstream provision by liaising, communicating & supporting staff effectively.
9. To ensure appropriate supplies of documentation and promotional materials are readily available at Head Office and updated as required.

10. To undertake general office duties e.g. printing, collating, posting, laminating.
11. Ensure that all systems, standards, documentation & procedures are maintained in accordance with Mytime policies.
12. To carry out all duties with regard to Health & Safety requirements and regulations according to the Health & Safety Policy
13. To ensure that commitment to equal opportunities is reflected at all stages of project planning, delivery and evaluation, in line with agreed service standards.
14. To ensure administrative practices are in line with Care Quality Commission regulations, including compliance with GDPR, Information Governance and patient confidentiality.

15. Any other duties commensurate with the post.  
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	PREPARED BY – Diane Friday


	MYTIME ACTIVE

	PERSON SPECIFICATION

	JOB TITLE:  Exercise Referral Administrator 
	BUSINESS UNIT: Health, Active Lifestyles (Bromley)

	POST NUMBER:
	REPORTS TO:  Programme Manager


	SKILLS & ABILITIES

· Well developed verbal and written communication skills in order to ensure effective communication with a wide range of individuals.
· Evidence of awareness of customer needs & a commitment to continually improving the service to ensure all customers receive a quality service.

· Proven ability to work on your own initiative and as part of an effective team to achieve the business plan objectives.
· Proven ability to use Microsoft Outlook, Word, Excel and Data management systems.


	KNOWLEDGE

· To have a basic understanding of the Exercise Referral Services 

· Health related benefits of regular physical activity for healthy adults and special populations.
· Understanding of common medical conditions encountered on a typical exercise referral scheme and the necessary programming adaptations.
· Basic understanding of the exercise implications for people with coronary disease.
· Knowledge and understanding of GDPR, Patient confidentiality and Information Governance.




	EXPERIENCE

· Experience of working effectively as a team member.

· Minimum of two years’ experience of working in an administration role.
· Experience of administrating programmes for people with specific medical conditions (desirable).



	ACADEMIC / PROFESSIONAL QUALITICATIONS

· Generic training core to the role includes: Safeguarding; Information Governance; Health and Safety (desirable)

· Motivational Interviewing training (desirable)
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