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ELM HAYES SURGERY
PAULTON

JOB DESCRIPTION
POST
EXPERIENCED RECEPTIONIST / ADMINISTRATOR
THE ORGANISATION


Elm Hayes Surgery Paulton is a general medical practice comprising 
five doctors  

caring for about 8800 patients in a semi rural community.  We dispense 


to about one third of our patients.



Our staff team comprises the Practice Manager, Reception Manager, Dispensary Manager, 

Nursing Team, Dispensers, receptionists, secretarial and clerical support. We also 


have the services of other primary health care staff.



YOU ARE  A PIVOTAL MEMBER OF THAT TEAM.


CONFIDENTIALITY


You will be asked to sign a written undertaking to observe strict 



confidiality at all times with regard to all matters pertaining to the 



practice and patients. ANY breach of confidientiality will result in 



immediate dismissal.

ACCOUNTABLE TO


The Partners


Practice Manager


Senior Receptionist

HOURS OF WORK

Approximately 20 hours per week. Must be available to work shifts between the hours of 8:30 and 6:30, and occasional Saturday mornings. Overtime for holiday and sickness cover will be requried.    
SALARY/PENSION 
   Salary to £8.05 per hour rising to £8.58 per hour on successful completion of probation period. 
HOLIDAYS

28 days per annum inclusive of bank holidays rising to 33 days per annum after 5 years service.  
 SICK PAY

The practice operates a contractual sick pay scheme (inclusive of SSP) which, on completion of six months service and the successful completion of your probationary period, provides payment during periods of certificated sickness as follows:-

CONTINUOUS SERVICE

MAXIMUM PAYMENT IN ANY TWELVE MONTH PERIOD


Under 6 months                             
 


SSP only (where qualified) 
6 months but less than 2 years      


1 month full pay 

2 year but less than 5 years          






1 month full pay and 1 month half-pay 

5 years or more                              

1 month full pay and 2 months half-pay.

UNIFORM ALLOWANCE


A uniform allowance will be provided, blouses are to be purchased from our regular supplier and navy trousers/skirts may be purchased by the individual and reimbursement for this provided up to the annual allowance. 

DUTIES AND RESPONSIBILITES 
	· To maintain patient confidentiality at all times.

· To act as a first point of contact between patients, doctors, managers and other team member by telephone and face to face.   

· To maintain a friendly and efficient working environment in which the doctors can perform their duties in full confidence that all aspects of the administration of the surgery are in safe hands. 

· To operate the computerised appointment system in accordance with our reception protocols.  To receive and book patients, monitor the patient flow, make emergency appointments and draw to the doctors attention anyone who might require immediate attention.  

· To provide and receive information face to face, over the telephone, in writing or by electronic mediums from patients, doctors, practice nurses, colleagues, managers and other external contacts and ensure that where necessary messages are passed to the appropriate person.  

· To enter requests for home visits onto the practice’s computer system, extract summary print outs and bring any emergency requests to the attention of the duty doctor.  

· To explain practice arrangements and formal requirements to new patients wishing to register with the practice and to register these patients onto the computer system. 

· To ensure procedures and forms are completed for patients seeking temporary medical cover.

· To advise patients of relevant fees for non NHS services.

· To deal with instructions regarding blood/urine/swabs/x-rays received and ensure practice protocols regarding communication of these results are adhered to.

· To deal with repeat prescription requests in accordance with the practice’s prescribing protocol.  

· To ensure adequate stocks of stationery for use by the doctors and reception and replenish as necessary.

· To ensure effective handover at change of shift to ensure that all messages/details are passed on to ensure continuity.  

· To keep the office and reception areas tidy and safe and report any malfunction to the Senior Receptionist or Practice Manager immediately.  

· To be flexible to offer holiday and sick cover as and when required.  

· To participate in staff discussions and suggest ways of improving the service when the opportunity arises. 

· To participate in any in-house training and external training as may be considred appropriate to the duties of the post.  

· The above list is not exhaustive and you would be expected to carry out such tasks as may reasonably be asked of you by the Doctors or Managers.
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