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JOB DESCRIPTION
JOB TITLE:    


Practice Receptionist / Care Navigator
MAIN PURPOSE OF THE JOB:
To provide an efficient reception service to the patients and the doctors

RESPONSIBLE TO:    

The Practice Manager / Senior Receptionist

MAIN FUNCTIONS AND

RESPONSIBILITIES:

1) Deal with patient enquiries - in person, over the telephone and online.

2) Signpost patients to the most appropriate service, e.g. doctor, nurse, pharmacy, health connector/social prescriber etc. 
3) Book appointments. 
4) Take messages for the doctors and other staff.
5) Process repeat prescriptions.
6) Prepare for future surgeries and ensure everything is available.
7) Clear up after surgeries have finished and restock with clinical and non-clinical supplies as necessary.
8) Keep reception and waiting room in good order.
9) Carry out administrative tasks as required.
10)  Undertake statutory and mandatory training as required

11)  Attend regular staff meetings

SPECIAL REQUIREMENTS FOR THE POST

1) To be organised and able to deal with all eventualities calmly and efficiently.

2) To be able to prioritise 

3) To have excellent communication skills and a good telephone manner.
4) To be IT literate.

5) To be resourceful and able to use own judgement and common sense.
6) To be able to deal with the differing and often conflicting wishes and needs of 
both doctors and patients.
7) To understand, accept and adhere to the need for strict confidentiality.
8) To be willing to attend training courses, both on the premises and elsewhere.

DETAILED RESPONSIBILITIES

1) Open premises and switch off security alarm.
2) Switch on computers and check consulting rooms and patient lists for morning surgery sessions, ensuring appropriate forms are available where necessary.  Note any anomalies so that patients can be dealt with efficiently when they arrive.
3) Receive patients with appointments, handle general enquiries, explain surgery arrangements, make new and follow-up appointments.  Inform patients if surgeries are running late and reorganise appointments if necessary.
4) Handle telephone and online enquiries for appointments, visits, results, and messages, etc, for the whole primary health care team, and deal with doctor and practice nurse queries.
5) Prepare lists for future surgery sessions, get out notes if required.   At the end of the morning shift the afternoon sessions should be fully checked, and at the end of an evening session the following morning sessions should be fully checked also.
6) (Fromefield) Open mail, sort and direct as necessary.
7) (Fromefield) Process repeat prescriptions.  
8) Check that forms for new patients and temporary residents are completed correctly. 
9) Attend to medical representatives and make appointments as necessary
10)  Maintain stationery supplies in reception.
11)  Fromefield - maintain clinical and non-clinical supplies by ordering from Beckington.
12)  Record requests for visits on the computer and print computer summary for patient if required.
13)  Prepare and deal with transfer boxes between Beckington, and Fromefield.
14)  Collect and direct pathology samples and mail for collection by Bath DHA van or send over to Beckington for collection at lunchtime.  Phone through urgent samples.
15)  Check and tidy the waiting room after sessions.  Check doctors and practice nurses rooms are tidy, adequately stocked with stationery and clinical supplies, and that names on the consulting room doors are correct.  This should be done after both the morning and the evening sessions.
16)  Leave reception area tidy and ready for incoming colleague, together with information regarding unresolved or urgent problems.
17)  Before closing the surgery at 7.00 pm, check computer screens, tv screen, lights, windows and doors, and set the alarm on leaving. 
18)  Carry out any other duties which may be required as specified in reception protocols and procedures and which are subject to review.
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