	JOB TITLE:
	RECEPTIONIST

	RESPONSIBLE TO:
	Reception Manager/Practice Manager 



Job Responsibilities:
Reception:
· Signposting patients and consulting with members of the Practice team
· Making patient appointments or answering patient queries face-to-face
· Handing completed repeat prescriptions to patient and checking names and address.
· Be able to cover all reception positions as necessary
· Process appointment requests for future appointments from patients by telephone and in person
· Deal with visit requests
· To take telephone calls from patients about appointments and queries
· Accept test samples from patients and deal with accordingly
· Advise patients of relevant charges for private work (Non-General Medical Services), accept payment and issue receipts for same
· Provision of refreshments for staff and visitors as required; setting up for meetings, participate in washing dishes and keeping the kitchen area clean and tidy
· Keeping the reception area, notice-boards and leaflet dispensers tidy and free from obstructions and clutter
Premises:
Open up premises at the start of the day when first to arrive, de-activate alarm and make all necessary preparations to receive patients
When last to leave, at the end of the day, ensure that the building is totally secured, internal lights/Computers are off and the alarm activated
Administration:
· To have a thorough knowledge of all Practice procedures
· To work in accordance of written protocols
· Check and complete tasks as required
· E-mail, Scan and Photocopy as requested
· Process patients change of address computer data and medical records (have knowledge of Practice area)
· Process repeat prescription request in accordance with Practice guidelines.
· To assist with GP/ Health Professionals queries as requested
· Read Coding clinical / non clinical data information into the practice clinical system (Systmone)
· Auditing data collection standards in the practice
· Monitoring progress of notes summarising / amalgamation of medical records
· Filing and retrieving paperwork
· Support and guide members of staff in the use of the computer system
· Ensure security of data at all times - GDPR compliant

Other Tasks:
· Undertake prescription administration duties, including the processing of repeat, acute, and weekly prescription requests on designated days, ensuring accuracy and adherence to practice prescribing protocols.
· Manage prescription-related tasks and workflow within the clinical system, ensuring requests are actioned, assigned, and completed in a timely manner.
· Clear rooms after surgeries
· Check and restock clinical rooms with stationery stock on a regular basis
· Ensure building security have thorough knowledge of doors/windows/alarm
· To action policies and procedures
· Chaperone, as requested
· Complete Mandatory training to update knowledge and skills
· Undertake any other additional duties appropriate to the post as requested by the management team. 
