 Mendip Country Practice
Job Description – Medical Receptionist/Admin Assistant
	JOB TITLE:
	Medical Receptionist/ADMIN ASSISTANT

	RESPONSIBLE TO:
	Assistant Practice Manager/ Practice Manager

	JOB PURPOSE:
	Strive towards the smooth effective running of the reception and cover front of house in dispensary when required

Assist the practice in its provision of excellent primary health care

Recognise the importance of, and thus provide, helpful, efficient and capable communication to other staff, patients and the public

Understand the strict guidelines of confidentiality and the consequences should it be breached



	Salary
	Dependant on experience

	Job Type
	Permanent

	Hours
	16 hours per week


	MAIN DUTIES AND RESPONSIBILITIES

	Provide a welcome, helpful and professional face to all patients and visitors to the practice

Answer telephone, routing calls where necessary, remaining positive and calm.

Book in, amend and cancel patient appointment in line with practice appointments procedures ensuing optimum efficiency of the appointment system.

Signposting patients to the most appropriate health care personnel.

Maintain appointment system; ensure any changes/queries are discussed immediately with another team member or the Practice Manager.

Give out test results (as per current protocol) but at all times maintain confidentiality.
Make sure all messages are passed on straight away - orally/message book/email or practice note to the most appropriate member of staff.
Deal with tasks from GP’s, attached staff and other staff members.
File patient medical records and incoming clinical mail accurately in the correct patient’s file both electronically and paper.

Advise patients of relevant charges for private services, accept payment and issue receipts for same.

Deal with emails and electronic practice notes

Generally ensure smooth running of reception, keep workplace tidy

Maintain levels of forms, order from source or request photocopying in plenty of time

Workflow documents to the appropriate clinician as per practice protocol, filing into patients electronic medical records accurately.

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

Create and register patients onto the electronic clinical system.
Making up paper medical records for new patients

Deal with changes in patients’ details enter on EMIS & on paper notes
On receipt of new patients paper notes, check, sort in date order & file in correct patient file.

Action start and end of day procedures ensure answering machine service for out of hours information is directed appropriately – switched to answer machine at close of business each day.

Be able to deal with minor IT problems and know who to contact if not able to resolve.
Ensure reception and waiting areas are kept neat and tidy

Re-stocking of information leaflets as appropriate

Answering incoming telephone calls, ensuring calls are documented and redirected accordingly.

Undertake administration tasks as allocated on rota organised & directed by the Practice Manager or Assistant PM.
Check emails on a daily basis, both the reception generic email, personal and Emis emails. Also regularly check fax machine for incoming messages.  Send faxes as required.
Be able to apply instant messages to patient booking in screen.

Be able to use MJog and AccuRx for sending campaign and ad hoc messages and to cancel or amend appointments.

Be able to use GP TeamNet for general practice information.
Maintain electronic deceased board and new cancer register.
This job description is not exhaustive and may be adjusted periodically after review and consultation. You will also be expected to carry out any reasonable duties, which may be requested from time-to-time. 

Work safely at all times in accordance with Legislative requirements and Practice Policy and Procedures.


	Equipment, machinery & Systems

	1
	Personal Computer system including internet activity which is utilised as a means of communication both internally and externally

	2
	Practice telephone system

	3
	Practice Clinical System (EMIS) to manage and record patient appointments, inputting patient registration data, accessing patient data as necessary and when undertaking audits

	4
	AccuRx – to send text and email  campaign and ad hoc messages to patients

	5
	GP TeamNet – intranet for practice, request of annual leave, recording of personal training.

	6
	Photocopying/Scanning machine

	7
	AccuBook – booking of Covid Vaccinations


	ASSIGNMENT OF WORK

	The post-holder’s work assignment is determined by the requirements of the Practice, GP Partners, the Practice Manager and the patients.  

The Assistant Practice Manager provides immediate line-management for the post-holder. The post-holder is expected to be self-directed and self-motivated using their initiative and requiring minimum input from the Assistant Practice Manager. The Post-holder’s work is formally reviewed by annual appraisal.

The post-holder must be proactive in forward planning, identifying and implementing improvements within and beyond their key result areas, anticipating and communicating future internal and external requirements.


	DECISIONS & JUDGEMENTS

	The post-holder is required to use her/his own initiative when dealing with problems and to make any reasonable and necessary decisions on events as they occur, including:

· Establishing and maintaining effective lines of communication with the GP
and Practice Manager.

· Communicating clearly and effectively with staff to aid the smooth running of 
the Practice.

· Responding to requests or queries for support as they arise in an appropriate       and timely manner.

· Prioritising workload and requests for support.

· Making the most effective use of resources available.

· Using judgement and experience in helping to determine the relevant urgency of   or requests for information received from patients and other external organisations.


	knowledge, training and experience required to do the job

	1
	The post-holder must be understanding and approachable to patients and able to respond to patient requests 

	2
	The post-holder is required to have well-developed keyboard skills.



	3
	The post-holder must be able to communicate effectively and collaboratively across varied staff disciplines.

	4
	The post-holder must clearly understand the importance of maintaining patient and data confidentiality.

	5
	Undertake all relevant training as directed, be aware of own needs and discuss with PM either at appraisal or any other time.  Training may take place in-house or off the premises.

	6
	Be aware of all practice procedures and protocols.  Particular knowledge of Reception Procedures Manual at all times.

	7
	Be aware of practice Health & Safety, COSHH, Risk Assessment and Complaints Procedures and how to obtain more information.
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