JOB TITLE:


Medical Receptionist and Note Summariser
MAIN PURPOSE OF THE POST:    To provide a point of contact for the patients and act as a focal point of communication between patients, doctors, and other clinical and non-clinical staff, both internal and external in a professional, efficient and courteous manner.  To take a proactive approach with patient services, adopting a ‘can do’ attitude and encouraging a ‘one stop shop’ approach.

RESPONSIBLE TO:

Patient Services Supervisors





Patient Experience Manager

MAIN DUTIES AND RESPONSIBILITIES OF THE POST

It is essential that all non-clinical staff have an adaptable attitude and show they are able to work well as part of a team so that the whole team together ensure the smooth running of the surgery and the provision of patient services.

Front Reception Duties:

· Make routine appointments for all clinical staff
· Enter patient information on same day service screen

· Check patients in, on computer

· Monitor flow of patients into consulting rooms advising patients of any delay

· Assist patients with BP machine, self check-in screen, BMI machine, payphone, doors etc as necessary

· Explain practice arrangements and formal requirements to new patients and those seeking temporary cover
· Ensure all paperwork and computer logging procedures are completed at the desk including change of addresses
· Advise patients of relevant charges for private services, accept payment, record transaction, issue receipt

· Accept donations to Shelley Supporters Group, inform SSG Secretary

· Respond to all queries and requests for assistance from patients and other visitors. Complete visitor’s book, and confidentiality forms

· Form a close working relationship with Shelley Community Pharmacy
· Accept repeat prescription requests, file and hand out repeat prescriptions to patient/chemist collection drivers
· File forms/letters etc for collection and hand out to recipient

· Ensure waiting and reception areas are kept neat and tidy, checking light bulbs, old magazines, airing/closing windows, children’s play area

· Maintain stationery supplies, patient information sheets and forms at desk

· Maintain paper supplies in system printer/replace ink cartridge as required

· Update patient information on desk including prescription collection times

Telephone Duties:

· Answer home visits, appointments and ex-directory lines

· If not on appointed telephone duty, still ensure lines are answered PROMPTLY and patient asked to “hold” – (BUT NOT FOR TOO LONG)

· Log home visit requests onto same day service

· Enter information on the ‘same day service’ screen and always add your initials to enable any queries to be followed up
· Book appointments in an appropriate manner as per practice policy and procedures
· Telephone patients if requested to do so by the Doctor

· Ensure you are fully conversant with the latest practice policies regarding accepting new patients, relevant boundaries, services offered by the practice, any private costs etc so you are aware of who would be the most appropriate person to refer them on to

· Advise patients of their results after the GP has commented on them from the computer records

· Liaise with the hospital if necessary

· Answer the doctor’s enquiry line

· To be responsible for passing any messages on to any/all members of the PHCT by internal e-mail

· If on duty at the time the phones are to be transferred/received back, check system is working properly

Computer based Duties:

· After training, become fully competent in recording information onto the patient database
· To be familiar with the “waking up” and “shutting down” procedures

· To be able to print off patients internet booking forms
· To undertake the methodical summarising of patients’ medical records and to accurately input the summarised data on to the computer
   

General Duties:

· To know how to turn on & update patient check- in screen on reception desk, plasma screen, the patient information kiosk and the BMI machine in the waiting room
· When opening up first thing in the morning, ensure adequate kitchen supplies of crockery and cutlery from the dishwasher and bring in the milk
· It is expected that all administrative staff should participate in the various “job rotas” namely making the drinks, purchasing housekeeping items, cleaning materials etc
· Any other delegated duties considered appropriate to your post as request by a Partner/Practice Manager or your Line Manager/s
