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JOB DESCRIPTION

POST:
Intake Facilitator/Co-ordinator (Counselling and Bereavement Services)

HOURS:
22.5 hours per week 

BASE:



LOROS Hospice, Groby Road, Leicester

REPORTING TO:

Counselling and Bereavement Services Manager

INTERNAL CONTACTS:
All staff and volunteers within the charity and its two subsidiary companies

JOB SUMMARY:

To provide a comprehensive administrative support service, to professionals and volunteers in the Counselling & Bereavement Services team.

To work effectively with ward staff, professionals and referrers.

To act as an intermediary between patient referral and Counsellor Allocation, assessing and prioritising needs, using the NICE Guidelines Quality Statement 14.

To use the Range of response to loss Bereavement Assessment (RRL BSA) (Brocklehurst, Hearnshaw 2012) we required.

Work alongside the Administrators and or other hospice Services, eg Chaplaincy, Home Visiting Services and CNS ensuring adequate administrative cover is maintained particularly for annual leave, absence, lunch time periods and fluctuating workloads.

DUTIES & RESPONSIBILITIES INCLUDE:

ADMINISTRATION DUTIES:

· To provide an administrative support service to the Counselling & Bereavement Services team. 

· To type letters and correspondence, as required and distribute as appropriate, ensuring that these are in accordance with LOROS standards.  

· Arrange meetings (including booking meeting rooms, equipment and organising refreshments), as required.

· Service meetings, by producing agendas and associated document, including taking accurate minutes for approval and circulation.

· To take telephone messages ensuring that these messages are communicated to the relevant members of staff in an accurate and efficient manner.  Ensure all appropriate information is gathered and the caller is referred to the appropriate person.  

· To manage electronic diary systems of the Head of Department and co-ordinating arrangements of meetings, as required.

· To update and maintain accurate files and records both manual and electronic.

· To complete sickness absence returns.

· Produce and disseminate staffing rotas, as required.

· To input appropriate clinical data on to SystmOne and spreadsheets as required.

· Assist in the preparation of lectures and conference presentations as required.

· To communicate verbally in a sensitive manner, particularly when speaking to LOROS patients, their relatives/carers.

· To assist with the production of statistics and audit by healthcare professionals, including the collation of medical notes as required.

· Collect and distribute incoming mail.  Deal with outgoing mail as required.

FACILITATOR/CO-ORDINATION DUTIES: 
· To effectively assess and triage new referrals and signpost inappropriate referrals to alternative services.
· To receive incoming referrals from the multidisciplinary team and other agencies and where appropriate, liaise with Head of Service to prioritise need, enabling patients and families to access the appropriate service.

· To be the first point of contact for professionals, patients, carers and family members.

· To maintain contact with the person referred, offering a supportive response and liaising with staff pending worker allocation.   
· To communicate effectively and sensitively with patients, carer’s families and staff about emotional issues, showing appropriate empathy when dealing with queries and crisis arising from patient or family distress.
· Deal with action items as directed by the health professional which will include booking of appointments and sending any requested letters or confirmation letter to the patient along with any supporting information.

· Record appointments on SystmOne diary ledger for the appropriate health professional.

· Acknowledge confirmation that the patient can attend and arrange transport for the patient, as required in line with hospice policy.

· If for any reason a patient cannot attend re-arrange an appointment or seek advice as necessary.

· Answer telephones and deal with enquiries and queries as necessary and refer to health professional as needed.

· Under the direction of the Counselling and Bereavement Service Manager, progress the on-going development and facilitation of bereavement support groups and establish and co-ordinate bereavement home visiting support and bereavement help points across LLR. 

· To service the reception desk on a rotational basis i.e. meeting and greeting patients, acknowledge their arrival on SystmOne, checking demographics, sign posting to the appropriate service, booking follow up appointments as necessary for all Day Therapy and Out-patient services.

· Check SystmOne outcomes have been completed for all clinics.

· Distributing questionnaires and information to patients, as required by the Counselling and Bereavement Services team. 

· Deal with administrative tasks regarding patient’s attendance, liaising with other hospice departments, GP’s, District Nurses, hospital departments or other support services involved with the patient including tasking on SystmOne, as appropriate.

· Collect and distribute incoming mail.  Deal with outgoing mail as required.

GENERAL:
All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS Confidentiality Policy.

To carry out and comply with the prevention and control of infection as per LOROS policies and procedures.

All staff are subject to LOROS policies, procedures and conditions of service, with reference to the Health and Safety at Work Act 1974.
The post holder is responsible for safeguarding the interests of children and adults who they come into contact with during their work. To fulfil these duties post holders are required to undertake mandatory training to recognise the signs and symptoms of abuse, or neglect, or individuals at risk and to follow LOROS policies relating to safeguarding practice including reporting any concerns that they may have.

Take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.
Co-operate with their employer as far as is necessary to meet the requirements of the legislation.

All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also strive to exhibit the Values & Behaviours at all times (see attached document).
The contents of this job description are not exhaustive and may be amended in accordance with the needs of the service after discussion with the post holder whose agreement will not be unreasonably withheld.

Signed…………………………………………………………  Date…………………………………………

Postholder

Signed………………………………………………………..  Date ………………………………………..

Line Manager
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.Vision

(Our long term aspiration for our society)

Everyone with an incurable illness has the right to excellent care. This should
value and respect their uniqueness and their own choices. People should be
enabled to live and die with dignity and with appropriate and compassionate
support for themselves and their loved ones.

. Mission

(Our goals and activities in working towards our Vision)

LOROS is a charity whose aim is to enhance the quality of life of adult patients
with cancer, progressive neurological conditions and end-stage organ failure
for whom curative treatment is no longer possible. Patients are treated at

the Hospice and in the community based upon clinical need, regardless of
background and the ability to pay.

LOROS specialises in holistic, multidisciplinary care, focused on the whole
person and including family and carers. The care given takes into account the
patients’ physical, psychological, social and spiritual needs as well as their own
choices. Family members are supported in adjusting to loss and bereavement.

LOROS contributes to the education and training of its own and other health
and social care professionals and of volunteers. The charity is also committed to
research in order to improve the understanding and practice of palliative care.
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Professional
Showing respect to patients and families, as well as members
of our community, staff and volunteers.

. Focused

On exceptional quality service and support for patients
and families whilst listening, learning and adapting to their
diverse needs.

‘ Collaborative
Working together as colleagues and with local, regional
and national partners to grow meaningful relationships and
achieve sustainability.

‘ Compassionate
Showing kindness, discretion and sensitivity as we care for our
patients, families, our community, staff and volunteers.

‘ Trustworthy
Be honest, reliable and consistent, showing respect and dignity
in everything that we do.

‘ Accountable
To our patients, their families, our community, staff, volunteers
and external organisations/bodies.
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