North Road Medical Practice

182 North Road, Gabalfa,

Cardiff, CF14 3XQ 

J O B   D E S C R I P T I O N

RECEPTIONIST

JOB TITLE:                 Receptionist

LOCATION:                North Road Surgery 
OBJECTIVE:                To represent the policies of the Practice to the patient

                                     and to help maintain the delivery of high standard of

                                     patient care.

 REPORTING:              Office Manager -- Practice Manager

DUTIES AND RESPONSIBILITIES

To welcome and help patients by either personal or telephone contact

Telephone answering – to be courteous and helpful

Practice procedures – responsibility for opening and closing procedures, operating of telephone system and alarm system and follow instructions for any emergency system failure.

Assessing and accurately recording all home visits and ensuring information is passed to the appropriate Doctors.

Making appointments, checking in and sending correct patient to correct doctor

Have full knowledge of repeat prescribing procedures and ensuring queries are passed to the appropriate member of staff or doctor with medical records.

Filing – records, letters, test results etc. and getting notes out for doctors surgeries.
Use of computerised medical system:  making appointments, checking: results, registration details, pathology information, medical information, prescribing information.  Specific training will be given to staff with responsibility for entering data e.g. items of service, registrations etc.

Liaison with other professional colleagues e.g. District Nurses, Health Visitors, Ambulance Service, Hospitals, Midwives.  To pass and receive accurate information regarding patients.

Message handling:  ensure that accurate messages are taken and passed to appropriate person for action.  Receptionist must ensure that any outstanding queries must be passed for action before going off duty.

Adhere to Health and Safety procedures as set out by the Practice.

Undertake any other reasonable miscellaneous duties as requested by the Practice Manager or Doctors.

Training – full training will be given in the practice and attendance at relevant and interesting external courses will be offered.

Staff meetings – attend and contribute at staff meetings when required 
Branch surgery –  to cover the branch surgery in Llanishen when required.
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