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ROLE PROFILE       

       
ROLE PROFILE

	Job Title:  Case Management Assistant

	Current Job Holder(s):  

	Department: [Medical/Dental]

Professional Services Division

	Date Created/By:  



	DEPARTMENT DESCRIPTION

The Medicolegal and Dentolegal services offered by MPS provide a range of advisory services to our [medical] [dental] members worldwide and offer a case handling service which represents members’ interests, in a wide variety of circumstances, including as part of a disciplinary process, whether involving an employer, a contracting body, the ombudsman, or the regulator. 




	JOB PURPOSE
To provide support to the MLAs/DLAs and Case Managers within the [Medical] [Dental] department in delivering a world class [medicolegal] [dentolegal] advisory service to members.
Working under the direction of MLAs/DLAs and Case Managers, the job holder is responsible for providing day to day support on non-claims case management and other activities appropriate to the role.



	RESOURCES MANAGEMENT

Reports to: Case Management Team Leader
Budgetary/financial framework: N/A



	KEY RESPONSIBILITIES

· Assistance with and support to [Medical] [Dental] case management – including liaising with members and panel lawyers; undertaking file-associated tasks appropriate to the role, as well as simple database construction to support case monitoring and content production for our website
· Provide effective and proactive assistance to the team. This includes effective message-taking and some typing, checking and co-ordinating file-related post and dealing with correspondence, ensuring the effective management and prioritisation of the workload.

· Drafting correspondence and documents to include draft routine correspondence to members, basic letters of instruction to panel lawyers and, where necessary, letters of instruction to experts, under the supervision of an MLC/DLC/Case Manager.

· Liaise with members of MPS on the telephone, together with solicitors and others involved in MPS business, prioritising and responding where able.  To attend meetings, both internally and externally, with members as considered appropriate by the supervising MLC/DLC/Case Manager
· To ensure effective communication with other departments of MPS and external contacts to promote good working relationships.
· Complying with applicable professional ethical guidance and all relevant internal rules, policy and procedures, including those relating to Health and Safety, Data Protection, IT Security and all those contained within the issued Staff Handbook.
· Working as part of a team, contributing to achieving team targets.
· Identify new areas in which to offer support to MPS staff and be prepared to take on additional responsibilities as necessary.
· Complying with applicable professional ethical guidance and all relevant internal rules, policy and procedures, including those relating to Health and Safety, Data Protection, IT Security and all those contained within the issued Staff Handbook.
· Undertaking other duties and tasks that from time to time may be allocated to the job holder that are appropriate to the grade or role.



	MAIN JOB REQUIREMENTS AND PERSON SPECIFICATION
Specific Experience:
Desired
· 12 months relevant experience in a similar environment 
    Abilities/Skills/Knowledge:
· Excellent interpersonal and communication skills:  High quality oral and written communication skills, including a high attention to detail. Patience, tact and discretion are required when dealing with confidential and sensitive information.

· Good team player able to work well with colleagues.

· IT literate with the ability to learn in-house systems quickly and efficiently. Good knowledge of Microsoft and Windows software is essential. 
· The ability to prioritise and meet tight deadlines and schedules
· The ability to investigate and analyse aspects of new or open files
· Good diary keeping is essential, together with the ability to keep calm under pressure, maintain courtesy, tact and diplomacy
· Ability to embrace change in relation to practices and procedures for the improvement of MPS’s business needs.

Desirable 

· Knowledge of professional regulatory frameworks   

· Knowledge of medical or dental terminology




I confirm that this is a true and accurate reflection of this job 
JOBHOLDER signature:

Print Name: 
Date: 
LINE MANAGER/SUPERVISOR signature:

Print Name: 
Date: 
HEAD OF DEPARTMENT (if different from Line Manager above) signature: 
Print Name; 
Date: 
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