CANNINGTON HEALTH CENTRE

Job description for receptionist

Qualifications

Please refer to the person specification

Accountable to

The reception team leader and the practice manager
Liaison with

· Patients and their representatives
· Fellow receptionists and dispensers
· Doctors
· Practice nursing team
· Practice manager and the admin team
· Community staff – nurses, midwives and health visitors
· Somerset Clinical Commissioning Group
· NHS England area team, BNSSSG
· Other visiting health professionals e.g. midwife
· Outside agencies such as hospitals, ambulance service, social services etc.
Job summary

· To be a point of first contact with the practice for patients and others, projecting a confident, caring and friendly image both in person and on the telephone
· To provide the link between patients and other members of the Primary Health Care team
· To provide the administrative support necessary for an efficient and effective health centre
Key responsibilities

· To provide a calm, considerate and tactful point of contact for patients and others
· To work within a strict code of confidentiality
· To have a thorough knowledge of practice policies and procedures and work within them
· To participate in an annual individual performance review
· To undertake training as required for the better performance of the job and maintain a record of personal and professional development
· To work well within a team, communicating and sharing
· To assist in promoting and maintaining your own and others’ health, safety and security as defined in the practice Health and Safety policy
· To support equality, diversity and rights of patients, carers and colleagues
Key tasks

· Make appointments for patients and help to maintain the computerised appointments system
· Register and deduct patients and amend patient registration details 
· Deal with general enquiries from patients and others
· Receive and make telephone calls as required
· Take accurate messages for doctors and other staff and ensure messages are dealt with
· Process repeat prescriptions in accordance with the practice standard operating procedures
· Deal with incoming and outgoing post daily
· File, photocopy, fax and email as required 
· Open and close the Health Centre as required, maintaining security
· Open, close and back up computer systems in accordance with practice protocol
· Process information to and from other primary healthcare organisations
· Tidy waiting area between surgeries
· Keep reception office in good order
· Assist the partners, practice manager and admin team in administrative tasks
· Hand over medication and other items to patients, collecting money where necessary
· Check dispensed medication, according to standard operating procedures
· Make hot drinks and keep the kitchen area clean and tidy
In addition to the above key tasks and responsibilities, the post holder will carry out other tasks or responsibilities which may reasonably be required of him/her by the employer

Confidentiality

· Patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.  They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately

· You must at all times abide by the practice policies for security of computer data including safeguarding any smart card you may have
· In the performance of your duties you may have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential

· Information relating to patients, carers, colleagues or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures

· A serious breach of confidentiality may lead to dismissal

This job description will be subject to periodic review and amendment in consultation with the postholder

