
 

JOB DESCRIPTION 
 

1. JOB DETAILS 
 

Job Title: Team Co-Ordinator/Medical Secretary 
 

Grade: Band 4 
 
Hours:                    Full time 15 hours 

 
Division: Acute and Emergency Medicine                 

Location: Royal Cornwall Hospital 

 
2. JOB PURPOSE 

 

 To provide supervision and day to day management of the Eldercare, Stroke and 
Neuro Rehab team. Ensuring that staffing is adequate and that all staff are working 
to best practice, guidance and Trust policies and procedures are in full cooperation 
with the Clinical Admin Lead (CAL) and the care group management.  

 

 The post holder will provide secretarial support to nominated consultants within the 
care group.  

 

 The post holder will provide cover for colleagues in a similar role. 
 

The main duties of this job description are explained however these will continue to evolve as 
the Trust develops to meet corporate objectives and NHS targets.  
 

 
 
 
 



 

 

 
   Patient Confidentiality: 

Always maintain absolute patient confidentiality in accordance with Trust policy and the legal 
framework such as the Data Protection Act. 

 
Information Technology/System Utilisation: 
Regularly utilise Trust information systems such as Maxims for the creation of 
correspondence, reports, and other documents. Develop a thorough knowledge and 
understanding of the Patient Administration System (PAS) and Case note Management. 

 
   Mandatory Training/Development Review: 

Attend corporate induction, participate, and complete ongoing mandatory training including 
attendance at mandatory training sessions as directed. Participate in the Performance 
Development Review process (appraisal) in line with National and Trust Policies. 

 



4. ORGANISATION CHART 
Service Manager 

 
 

Clinical Admin Lead 
 
 

Team Coordinator (This post) 
 
 

Medical Secretary 
 
 

Support Typist

 

 

 



 

 

 



 
 
THIS JOB DESCRIPTION IS SUBJECT TO REVIEW IN CONSULTATION WITH THE 
POST HOLDER
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