JOB DESCRIPTION

MEDICAL RECEPTIONIST/RELIEF

(Some of the tasks detailed below will not be reggiinitially, but will be introduced after trairghas required)

Responsibleto: Practice Manager/Deputy Practice M anager

The successful candidate must be capable of parfgratcurately any function requested of them &isashe practice
to run efficiently.

KNOWLEDGE, SKILLS & EXPERIENCE REQUIRED
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Mature approach with ability to remain calm undeggsure

Ability to maintain confidentiality

Good telephone and inter-personal skills

Good standard of general education

Ability to work with a methodical and careful appah

Flexibility to adjust work patterns to meet addit@b workload as it arises

JOB RESPONSIBILITIES
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To have a thorough knowledge of all practice procesl

To have a thorough knowledge of the practice area

To have a thorough knowledge of the practice Fiikldealth & Safety Policies

To work in accordance with written protocols

To take responsibility for own development, leaghéamd performance through training

JOB PURPOSE

To provide a friendly and efficient reception servi

RECEPTION/RELIEF DUTIES
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Faxing and photocopying

Dealing with queries regarding services offeredHzypractice

Making telephone calls as requested

Arranging appointments for medicals and other rmurtine appointments
Taking messages and recording them

Greeting and directing patients and checking tappointments

Handing out letters, completed forms, specimenidmttc

Accepting requests for completion of forms, e.gvate health insurance claim forms, passports,(ebeck if
there is a fee payable and inform the patient efctiarge)

Collecting fees for chargeable items (cash/chequhip and pin)

Generating computerised repeat prescriptions
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Accepting deliveries

Making routine and urgent appointments

Dealing with problems and queries from doctorseo#taff, attached staff, patients and other agsnci
Scanning of letters and test results on to comza#medical records

Dealing with electronic transfer of medical recotdsnd from the Health Authority

Dealing with electronic transfer of hospital result

Sorting of paper medical notes when received frioenHealth Authority

Using the computer to enter patient information

Processing changes of name or address in accordathcestablished procedures

Opening and securing building

Ensuring patient signatures and ID on relevant form

Updating notices and leaflets in the waiting room

Ordering NHS stationery

Registering new patients, temporary residents hoskt requiring immediately necessary treatment
Collating and recording statistics as required

Making up New Patient packs

Printing and making up Practice Booklet

Sorting signed prescriptions

Amending documents etc on Word. Printing docuniaptsintment cards and maintaining supplies
Tidying incoming notes and data loading

As part of the reception team, you would be expgktitedemonstrate flexibility and you may be asle@dibrk in
other areas

This job description represents the range of duégsired of the post-holder at the time of issligs not an inflexible
specification and may be reviewed according to need

COMMUNICATION

The post-holder should recognise the importanedfettive communication and strive to communicdtecatively
with other team members, patients and carers arettmgnise people’s needs for alternative methédermmunication
and respond accordingly. This includes the ugee®NHS email system as an efficient means of comication

HEALTH AND SAFETY

The post-holder will assist in maintaining worka@seén a tidy and safe way and free from hazardwe post-holder will
report to a superior anything considered to beadtieisk or hazard.



CONFIDENTIALITY

In the discharge of your duties you may often bpdasession of confidential/personal informatidfmu must not
disclose or discuss such information outside ydacgof work except in the proper discharge of yduties. You
should access/read medical records only in théndige of your duties and on a need to know badys drailure to
observe confidentiality may result in disciplinagtion.

TERMSAND CONDITIONSOF EMPLOYMENT

As laid down, and amended from time to time, by Baiedical Services.

DATA PROTECTION ACT

Under the provision of the above Act, it is thep@ssibility of each member of staff to ensure #dhtomputerised
personal information relating to patients and othembers of staff to which he/she has access indhese of
employment, is regarded as strictly confidenti@ilure to adhere to this instruction will be redgd as serious
misconduct and lead to disciplinary action.



