The Burnham Surgery



Salary: £12.93 per hour

Hours: 21hours per week (Monday 7 hours, Tuesday 7 hours and Friday 7 hours)

Reports to: Operations Manager

Accountable to: Practice Manager

Join Our Friendly and Dedicated Team
The Burnhams Surgery is looking for a caring, organised, and enthusiastic Receptionist to join our welcoming team.
As the first point of contact for our patients, you will play a vital role in creating a positive experience for everyone who contacts or visits the practice. This is an excellent opportunity for someone who enjoys working with people, thrives in a busy environment, and takes pride in delivering exceptional customer service.
We are a friendly GP practice located on the beautiful Norfolk coast, providing high-quality care to approximately 4,000 patients in Burnham Market and the surrounding communities. Rated Good by the Care Quality Commission (CQC), we are committed to delivering safe, effective, and compassionate care.
Since January 2022, The Burnhams Surgery and Wells Health Centre have operated as sister sites within the same partnership, allowing us to offer an even stronger and more integrated service to our patient population.

Why Join Us?
At The Burnhams Surgery, we believe that every member of staff contributes to the quality of care we provide.
We offer:
· A supportive and friendly working environment
· A highly experienced and welcoming team
· Opportunities for training and personal development
· A varied role where no two days are the same
· The chance to make a real difference to patients and the local community

About the Role
As a receptionist, you will be an essential member of our front-line team, helping patients access the right care at the right time.
You will work closely with colleagues across the practice to ensure patients receive a professional, efficient and compassionate service, whether they contact us by telephone, email, or in person.

Key Responsibilities
Patient Services
· Welcoming patients and visitors to the practice
· Answering incoming telephone calls professionally and courteously
· Booking, cancelling and rearranging appointments
· Signposting patients to the most appropriate service or healthcare professional
· Registering new and temporary patients
· Supporting patients with online services and access requests
· Responding to patient enquiries and emails
· Liaising with external healthcare providers and community services
Administrative Duties
· Scanning and processing patient documentation
· Workflow management and document handling
· Assisting with clinical coding and record maintenance
· Supporting prescription administration processes
· Monitoring and completing reception tasks accurately and efficiently
· Maintaining accurate patient records using practice systems
Team Working
· Working collaboratively with colleagues to deliver excellent patient care
· Supporting a positive and respectful team culture
· Contributing to service improvements and shared learning
· Following practice policies, procedures, and protocols


What We're Looking For
We are seeking someone who is:
· Friendly, approachable, and professional
· Empathetic and patient-focused
· Reliable and dependable
· Well organised and able to prioritise work effectively
· Calm under pressure in a busy environment
· Able to work both independently and as part of a team
· Committed to confidentiality and professionalism
· Keen to learn and develop new skills

Essential Criteria
· Excellent communication and interpersonal skills
· Strong customer service skills
· Good telephone manner
· Good IT and administrative skills
· GCSE (or equivalent) in English and Maths
· Strong organisational and time-management skills
· Ability to manage competing priorities
· Understanding of confidentiality and data protection
· Ability to demonstrate initiative and sound judgement

Desirable Criteria
· Previous NHS or healthcare experience
· Experience working in a customer-facing reception or administrative role
· Knowledge of SystmOne
· Understanding of General Practice services and procedures

Equality, Diversity & Inclusion
The Burnhams Surgery is committed to creating an inclusive workplace where everyone is treated with dignity, respect and fairness. We welcome applications from all backgrounds and are dedicated to supporting equality of opportunity for our staff and patients.

Confidentiality
The successful applicant will be required to maintain the highest standards of confidentiality in relation to patient information, staff records, and business information, in accordance with Data Protection legislation, NHS guidance, and practice policies.


Sexual Harassment

The Burnhams Surgery is committed to creating a workplace where everyone feels safe, valued, and respected. We operate a zero-tolerance approach to bullying, harassment, discrimination, and sexual harassment and are committed to fostering an inclusive culture for all staff, patients, and visitors.


Make a Difference Every Day
If you are passionate about helping people, enjoy working as part of a supportive team, and would like to contribute to the delivery of excellent patient care within a community-focused GP practice, we would love to hear from you.
Come and be part of The Burnhams Surgery's future and help us continue providing outstanding care to our patients.

