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Before using this job description please check the contents and adapt the text to suit your practices circumstances and style.
 JOB DESCRIPTION

POSITION:  

Receptionist (Full/Part Time)

POST GRADE:

£
 - £     
   Pro Rata

HOURS:


days per annum, plus bank holidays

PENSION SCHEME:
NHS Occupational Pension Scheme (optional)

REPORTS TO:

Practice Manager

MAIN PURPOSE

· To meet and greet patients, visitors and members of the public in a courteous and helpful manner, whether in person or via telephone

· To direct patients to the appropriate service and ensure enquiries are dealt with quickly and efficiently

· To offer general administrative assistance to the Practice Team, including secretarial and clerical support to clinical staff and other members of the team

· Facilitate communication between patients, members the primary health care team and other associated healthcare agencies

KEY DUTIES AND RESPONSIBILITIES

Duties may vary under the direction of the Senior Receptionist or Practice Manager depending on workload and staffing levels and may include the following:
· Processing appointment requests and maintaining the patient database 

· Operating a repeat prescriptions request system according to Practice guidelines

· Taking messages and recording requests for visits and telephone consultations, ensuring callers are directed to the relevant professional

· Handling and distributing both incoming and outgoing mail

· Maintaining records and filing paperwork

· Computer data entry, allocation and collation; processing and recording information

· Providing secretarial assistance to Practice staff when required, including data processing, photocopying, filing and scanning

· Attend Practice Team meetings when required

· Attend relevant training courses both in-house and externally to develop expertise

· Monitoring of stationery and other supplies and reordering when necessary

· Assist in opening and locking-up when required and maintaining security of the Practice premises

· Clearing and re-stocking consulting rooms as required

· Safely dealing with clinical waste
· Keeping the reception area free from obstructions and replenishing notice-boards and leaflet dispensers

· Providing refreshments for staff and visitors as required; keeping kitchen area clean and tidy
WORKING ENVIRONMENT

Health and safety considerations must be adhered to as follows:

· Maintaining a thorough understanding of health and safety protocol for oneself and others

· Using security systems within the Practice as instructed 

· Identifying potential risks within the Practice environment and undertaking to minimise such risks

· Maintaining up-to-date knowledge and training of health and safety guidelines

· Understanding and utilising appropriate infection control procedures, maintaining hygiene in work areas and keeping the premises free from hazards

· Immediate reporting of potential risks as identified

CONFIDENTIALITY AND DIVERSITY

· In the undertaking of the duties outlined above the post-holder may have access to sensitive information relating to patients, carers and Practice staff. This must be kept strictly confidential at all times. 

· Patients seeking information from the Practice do so in confidence and as such have the right to expect that staff will respect their privacy and act appropriately

· Practice policies and procedures relating the protection of personal and sensitive data must be adhered to at all times and only divulged to authorised persons. 

· The post-holder will support the equality, diversity and rights of patients in a manner that is consistent with Practice policies and legislation

· The privacy, dignity and beliefs of patients, carers and colleagues must be respected

· The post-holder should behave in a manner which is welcoming, non-judgmental and respectful of the circumstances and rights all of all visitors to the Practice

TRAINING AND DEVELOPMENT

The post-holder will participate in any training programme deemed appropriate by the Practice Manager, which may include:

· An annual individual performance review, to include the contribution a record of own personal and professional development and discussing targets for the future

· Taking responsibility for own development, learning and performance and demonstrating skills to other members of staff when required

· Attending any external training course thought appropriate to the role

MAINTAINING QUALITY

The post-holder will strive to:

· Effectively prioritise own time and workload

· Alert colleagues to issues of quality and risk

· Assess own performance and take accountability for own actions

· Contribute to the effectiveness of the team by making suggestions for areas of improvement

· Work constructively with individuals in other healthcare organisations to meet patients needs

· Communicate problems effectively with other team members and work together towards a solution
CONTRIBUTION TO THE PRACTICE

The post-holder will be expected to:

· Maintain and apply Practice policies and seek to uphold standards

· Discuss Practice policies with other members of the team and seek to implement new services and quality standards where appropriate

· Participate in audit when required

PERSONAL SPECIFICATION

	CHARTERISTIC
	ESSENTIAL
	DESIRABLE

	Effective communication with a wide range of people
	· 
	

	High standard of written and verbal communication
	· 
	

	Polite and competent telephone manner
	· 
	

	Good level of computer literacy, including database and MS Office applications
	· 
	

	Willingness to partake in training and ongoing development
	· 
	

	Understand the necessity of respecting confidentiality and diversity
	· 
	

	Experience in working effectively as part of a team
	· 
	

	Maintaining accuracy with regards to patient records and other correspondence
	· 
	

	Motivated, polite and enthusiastic
	· 
	

	To understand the needs of patient accessibility and alternative methods of communication and to react sensitively to requests of this nature
	· 
	

	Confidence to engage with children and elderly patients
	· 
	

	Previous experience using intranet system within a surgery
	
	· 

	Previous experience in receptionist role
	
	· 
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