All Medical Administrator and Receptionists


RESPONSIBLE TO:	Doctors (Partners) and Practice Manager
JOB PURPOSE:	To assist with the smooth running of the surgery ensuring that patients are greeted in a polite and courteous manner and processed appropriately at all times.
MAIN DUTIES	
· To answer enquiry line and carry out the duties associated with the main desk.
· To answer appointment telephone and deal appropriately with calls.
· Make accurate patient appointments on the telephone and at reception.
· Opening of the post, scanning and distribute as appropriate.
· Provide administrative support to the Patient Team.
· Prescription processing during extended hours 
· To monitor and maintain security at all times in accordance with the practice protocols.

· Deal with other callers to the surgery, such as reps, deliveries etc.
· Filing
· Note sorting (new patient notes)
· Shredding
· Scanning and read coding of hospital letters
· Typing letters
· Recording minutes of meetings
· Referral letters
· 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.
TEAM RESPONSIBILITES
· To monitor and maintain security during working hours in adherence with the practice protocol.
· Ability to deal with difficult / stressful situations calmly and effectively.
· To work well in a team.
· To provide support to the practice management and staff, including general support in times of staffing difficulties.
· To apply oneself diligently to one’s work during working hours, working under one’s own initiative.
· To be punctual and responsible.
· To be discreet and confidential about the details of your work both at work and outside of working hours.
· To leave work area clean and tidy (even if this means hoovering)

As this is General Practice the role and post may change as the working environment evolves to keep up to date with future developments within the NHS, it may therefore be necessary to vary the responsibilities and hours as the future needs of the practice dictates, this will only be done after review and consultation.  

You will be expected to carry out reasonable duties which may be requested from time-to-time by the Practice Manager or the doctors.

