THE FAMILY PRACTICE  WESTERN COLLEGE 
JOB SPECIFICATION

	JOB TITLE
	Receptionist & Admin Assistant



	JOB PURPOSE
	To assist in providing a high quality reception services for both patients and doctors.


	REPORTS TO
	Reception Supervisor


	GENERAL TASKS
	General reception duties for patients and the general public. The operation of practice systems including:
· Providing a high standard of customer service to patients and visitors to the practice.
· Retrieval and filing of both paper and computer medical records and correspondence.
· Dealing with telephone calls requesting home visits, repeat prescriptions and general enquiries.

· Registering new patients and updating computer details. 

· Relaying of information to and from members of the Primary Health Care Team.
· Maintaining confidentiality of patient records.  

· Operation of the repeat prescription system

· Opening and closing the practice as required.

· Attending appropriate training.



	PERSONAL TASKS
	Each receptionist has an area of personal responsibility that will be allocated after a satisfactory induction period and appropriate training.   These tasks will rotate on a regular basis to give experience to all staff.

· Coding of clinical information
· Scanning and interpretation of clinical letters
· Reception Rota’s

· Dossett boxes
· Summarising of medical records.

	HOURS
	37 per week plus occasional extended hours by rotation.
Shift pattern either 8.00am to 4.30pm or 10.00am to 6.30pm

	CONTRACT TYPE
	Permanent

	SALARY SCALE
	DOE

	PENSION SCHEME
	Eligible to join the NHS pension scheme

	ANNUAL LEAVE
	25 days plus recognised bank holidays ( whole time equivalent)

	
	


PERSON SPECIFICATION- RECEPTIONIST & ADMIN ASSISTANT
1.0 Competencies- Able to deal with people professionally even when working under pressure. Being helpful and working within a rota system. Comfortable working with computers.

2.0 Qualifications and training- Formal qualifications are not required. Previous training in IT, customer service or administration would be helpful. A willing to learn is essential
3.0 Experience – In customer service or administration including telephone answering. The ability to learn, with training provided, the necessary skills in these areas.
4.0 Organisational Fit- Has appositive attitude and believes in customer service. Takes personal responsibility to make themselves an effective team member.
5.0 Special Requirements- To maintain patient confidentiality. To be able to deal with patients in a sensitive manner.
6.0 Organisational progression the practice is committed to staff training and continuous professional development. The successful candidate will be prepared to attend training and to put the learning into practice. All staff are appraised annually by their line manager.
