
Claypath and University Medical Group

Medical Receptionist
Job Description

Responsible to:
Reception Supervisor

Accountable to:
Deputy General Manager

Job Purpose

To provide a full range of reception and clerical duties to patients, relatives, carers, as well as to practice clinical and administrative staff.  All duties to be carried out in a pleasant, effective, and efficient manner.
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Duties of the post

Daily:

· Filing

· Booking appointments

· Answering telephones

· Patient Registrations

· Receiving people at reception desk and dealing with queries

· Organising/processing repeat scripts for signature

· Checking doctors rooms for filing, scripts etc.
· Taking home visits/late calls

· Data input

· Take payment for medicals etc. and log correctly

· Changing name plates on doors

· Dealing with correspondence to/from the Primary Care Trust
· Changing telephone messages

· Photocopying

· Faxing

· Tidy waiting areas

· Liaise with hospitals and other outside organisation

· Report sickness following practice guidelines

· Summarisation of medical records

· Follow procedures for complaints and incidents

· Dealing with electronic path link

· Completely requests from task screen

· Dealing with prescription requests and the pharmacy collection service, both paper and electronic requests

· Scanning and read coding mail and correspondence

· Putting correspondence in medical records into chronological order

· Have a general awareness of surroundings

Communications and Working Relationships

Internal to Practice

Liaison with Reception Supervisors

Liaison with General and Deputy General Manager

Secretarial and administrative staff
Partners

Salaried GPs

GP Trainees

Nursing Team Leader and members of nursing team
External to Practice:

Patients

Secretarial and administrative staff – NHS Trusts

Liaising with outside organisations

Medical Receptionist
Person Specification

	
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	· Good standard of general education
	

	Experience and Knowledge
	· Previous experience of reception and general clerical duties
	· Previous NHS, administrative and clerical experience

	Skills and Abilities
	· Good organisational and communication skills

· Excellent customer care skills

· Previous keyboard skills

· Ability to work as part of a team

· Must be able to work under pressure

· Flexible approach
	· Understanding of medical terminology

	Personal Aptitudes
	· Pleasant and courteous

· A team worker

· Professional manner and appearance

· Confidentiality
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