Issue Date:

Review Date:

TERMS OF REFERENCE FOR

Post Holder: 

Full Title: 
Leading Medical Assistant Royal Navy Medical Board of Survey (RNMBOS)

Short Title: 
LMA RNMBOS

Part 1:  Job Summary

PREAMBLE

PURPOSES

1. Primary Purpose: 
To be the RNMBOS Office Manager ensuring staff adherence to the processes detailed in BR 1991 Ch 8, Unit Orders and wider MOD policy.
2. Secondary Purposes:
To provide a medical administrative centre of excellence for single-Service needs so that the requirements of the medical centres dealing with Royal Navy personnel, veterans, co-providers and veteran related organisations are met, within the limitations of cost and practicality. 
ACCOUNTABILITY
3. The LMA is:
a. Accountable to the MES MAO RNMBOS through CPOMA.
AUTHORITY
4. The LMA is:
a. Authorised to:
(1) Liaise and correspond with service and civilian authorities in order to achieve their purpose.
(2) Release non-policy signals in order to achieve their purpose in the absence of the CPOMA.
(3) Sign on behalf of the MES HOD as MES MAO.

b. Given functional authority over:
(1) RNMBOS office staff military and civilian.
c. Liaise and advise on policy and processes with:
(1) RNMBOS office staff military and civilian.
(2) RNMBOS co-ordinators within Medical facilities throughout DPHC, RM Units and Sickbays (afloat).
TASKS
5. The post holder is to carry out the following tasks:

a. To adhere to the Caldicott Policy at all times IAW JSP 950 Part 1 Leaflet 1-2-15. 
b. Manage the RNMBOS INM DMICP Admin list, allocating boards for new referrals, deferrals and cancellations.
c.
Receive, check and amend RNMBOS paperwork, tasking Units where required to complete corrections of the RNMBOS Forms as directed by the CPOMA, WO1(MA) and Board President. Make up packs, enter the personal details on the DMICP and RNMBOS Database. 
d.
The RNMBOS LMA is authorised to liaise with Sickbay (afloat), Medical facilities and Unit co-ordinators in order to fulfil their purposes.
e.
Assure that all board members receive a copy of all complete packs prior to the Board.
f.
Provide a Post Board debrief to all patients attending RNMBOS, including the issue of a RNMBOS results certificate. E-mail patients whose cases were dealt with in absentia on the day of their board to inform them of their result.
g.
Deal with telephone enquiries and help with general enquiries, ensuring


correspondence and telephone conversations are logged in DMICP and notated 



onto relevant medical board files.
h.
To turn-to by 0730 on boarding days and secure only once boarding has completed.
i.
During boarding periods, record patient’s JMES results accurately on DMICP.
j.
Deputise for the CPOMA in his/her absence.
k.
Assist other Divisions within INM as directed by the MES MAO or RNMBOS Manager.
ESTABLISHMENT DUTIES

6. The post holder will carry out the following Establishment Duties:

a. Undertake duties of the Unit Health Promotion Lead, attending termly executive Health Committee meetings at HMS Sultan and organise Health Promotion Board/events within INM.
COMPETENCIES

7. The post holder is to be a 
	
	COURSE REFERENCE
	SKILL LEVEL (ADV/INT/BASIC)

	Data Protection
	
	Working knowledge

	Access to Health Records
	
	Working knowledge

	Medical records Management
	
	Working knowledge

	DMICP
	
	Systems Administrator

	Protecting Information Level 1
	
	Every 3 Years

	Safeguarding Children
	
	Every 3 Years


Part 2:  Key Change Objectives

(To be agreed between employee and Line Manager annually or on taking up the post)

1. During the next 12 months, the post holder is to direct his efforts to achieve his primary and secondary purposes, with the following specific targets:
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