MUIREDGE  SURGERY

JOB DESCRIPTION

JOB TITLE			RECEPTIONIST

ACCOUNTABLE TO	PRACTICE MANAGER 


JOB SUMMARY

To provide a point of contact for patients and act as a focal point of communication between patients, doctors and all members of the primary health care team.  

PRINCIPAL DUTIES

· Deal efficiently and courteously with patients and callers on the telephone and at reception
· Ensure efficiency of appointment system and monitor flow of patients into consulting rooms
· Ensure that patients without appointments but who need ‘urgent consultation’ are seen in a logical and non-disruptive manner
· Explain Practice arrangements and formal requirements to new patients and those seeking temporary cover, ensure procedures are completed timeously
· Advise patients of relevant charges for private services, accept payment and issue receipts for same
· Respond to all queries and requests for assistance from patients and other visitors efficiently and courteously within Practice procedures and guidelines
· Respond to all queries and requests from the doctors and the primary health care team efficiently and courteously within Practice procedures and guidelines
· Ensure waiting area is tidied regularly
· Ensure all areas within the Practice e.g. consultant rooms, toilets, staff room, are checked before the locking-up procedure takes place
· Enter, record and retrieve data using the Practice computer system (EMIS) as required within Practice procedures and guidelines
· Process prescription requests in line with Practice policy  
· Ensure correspondence, clinical records, reports, results etc are filed in line with Practice procedures and the data management system
· General filing and use of the data management system (DOCMAN)
· Work within all Practice policies, procedures and guidelines at all times 

SPECIAL REQUIREMENTS OF THE POST

· An understanding, acceptance and adherence to the need for strict confidentiality
· An ability to use own judgement, resourcefulness, initiative and local knowledge, to respond to patients’ enquiries and requests
· Good communication skills
· A degree of flexibility to work within the Practice staff rota as required, and an ability to cover staff absences and to work within Practice consulting times. 
· Ability to learn and accept new technology and patterns of working / IT literate
· Understand the Data Protection Act and the need to comply with this


GENERAL

· To identify own personal training needs to carry out the duties outlined in this job description
· To attend training sessions as required


OTHER DUTIES

The above list of duties is not comprehensive but is intended as a general guide. The particular duties, responsibilities and hours of work attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Duties may vary subject to the introduction of revised procedures or new technology 

Confidentiality
This should be observed at all times.  A breach of confidentiality will result in instant dismissal.
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