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Join a team who cares about excellence

If you want to make a difference, and if your e

match the above criteria,  

visit www.bermudahospitals.com, and apply through BHB Jobs NOW. 

Select “Work at BHB” and follo t

MEDICAL OFFICE ADMINISTRATOR
                                            PATIENT-CENTERED MEDICAL HOME                        

BHB ensures the highest in quality health care through service excellence, 
education and leadership.  We seek qualifi ed, highly motivated, and experienced 
professionals to work in a supportive but demanding environment.  

Bermuda Hospitals Board (BHB) has established a unique practice, known as 
a “Patient-Centered Medical Home” (PCMH), the main attributes of which 
include an interdisciplinary team-based approach to comprehensive, holistic 
care for patients with complex healthcare needs.  Th is service off ers expanded 
hours of operation and “virtual visits” via email and phone communication.  
It provides patient education and engagement in managing their chronic 
medical conditions.  Th e PCMH focuses on enhanced communication and 
collaboration between BHB emergency, acute care and mental health services, 
community providers, government agencies, insurers and social services. 

Key responsibilities include:
• Maintains business and patient relationships on behalf of the physicians 

/ department, providing a fi rst point of contact service for internal and 
external clients and patients. Takes the initiative to deal with matters 
within own personal knowledge, directs to the appropriate department or 
escalates to a more senior person as required 

• Follows up patient’s tests and results on behalf of the physician
• Initiates contact with patients either by telephone, letter or email on 

behalf of physicians and other clinical and managerial staff  to provide 
information and gather data about appointments, procedures, case notes 
and referrals

• Deals with correspondence, including the draft ing and sending of letters 
and emails on behalf of the physicians / department. Identifi es urgent or 
complex items and escalates to a more senior person if necessary.  Opens, 
assesses and circulates hard copy correspondence 

• Takes dictation. Transcribes physician notes, ensures that patients notes 
and case fi les are complete and available

• Develops and maintains hard copy and electronic fi ling and document 
management systems on behalf of the physicians / department to ensure 
that records and documents are appropriately catalogued, secure and 
retrievable

Qualifi cations &/ Registration required:
• Educated to Associate Degree level in a related discipline. Attended 

vocational courses in secretarial / administrative subjects and relevant 
specialist one in medical secretarial / administration subjects

• Five years secretarial / administrative experience. Some experience 
as a Secretary supporting senior executives or experience of medical 
administration

Closing date for applications is February 23, 2018. Pre-employment 
substance abuse screening is mandatory for all successful candidates. 


