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	JOB TITLE


RECEPTIONIST

	WRITTEN   SM
DATE:
07/07
	APPROVED:
CT
DATE:

07/07

	RESPONSIBLE TO THE GP PARTNERSHIP
	LINE MANAGER  OPERATIONS MANAGER

	Salary Scale:

Point 2 - 4

MAIN PURPOSE OF ROLE
To provide a point of contact for patients and act as a focal point of communication between patients, doctors and other clinical staff.  To provide effective administration support. To assist the doctors in their efforts to provide an effective and efficient dispensing service.  
KEY RESPONSIBILITIES
· Receive patients at reception and make appointments using the EMIS system.

· Manage phone systems, taking calls and messages, and referring calls to triage system or others as required.

· Respond efficiently and courteously to all queries and requests for assistance from patients.

· Explain practice arrangements and formal requirements for new patients, temporary residents and ensure procedures are completed.

· Provide administrative support where necessary, including data input.

· Scan correspondence into patient notes and enter read codes.

· Process patient requests for repeat prescriptions. 

· Ensure that all paper records are kept neat and tidy and in good repair, with all the necessary information recorded correctly on the outer cover.

· Retrieve and re-file records as required.

· Liaise with hospital/clinics as required

· Sorting and filing of post

· Retrieve data as necessary for insurance reports and producing patient invoices.

· When necessary, open up premises at the start of the day when first to arrive, de-activate alarm and make all necessary preparations to receive patients.

· When last to leave at the end of the day, ensure that the building is totally secured, internal lights are off and the alarm activated.

GENERAL
· Follow practice procedures for health and safety.

· Acknowledge the ever-changing environment within the health service and keep abreast of changes that happen within the practice.

· Liaise with practice team and attend staff meetings

· Undertaking any other duties consistent with those listed above and appropriate to the title and grade of the post.

TRAINING AND PERSONAL DEVELOPMENT
· Support the Practice policy for training and development through the annual process of appraisal.

· Develop and maintain a personal development plan.

CONTRIBUTION AND COMMITMENT TO THE PRACTICE
· Support the aims and ethos of the practice.

· Make positive contribution to team work with all stakeholders of the practice by assisting in effective communication and support with colleagues.

EQUALITY AND DIVERSITY
Support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation.

· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues

· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.
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