JOB DESCRIPTION

LOCATION:
TYNAN SURGERY

JOB TITLE:
MEDICAL RECEPTIONIST

REPORTS TO:
PRACTICE MANAGER

ACCOUNTABLE TO:
GP PARTNERS

HOURS:
UP TO 37.5 HOURS PER WEEK 


(JOB SHARED CONSIDERED)
Job Summary:

· To achieve the aims of the practice by carrying out reception, telephone and clerical duties competently and efficiently.  

· To provide a point of contact for patients and act as a focal point of communication between patients, doctors and other health personnel. 

· Receive, assist and direct patients in in a courteous, efficient and effective manner

· Provide general assistance to the Surgery team and project a positive and friendly image to patients and other visitors, either in person or on the telephone

· Responsible to the Practice Manager

Job Responsibilities:

Reception

· Receive  and direct patients consulting with members of Surgery team

· Respond to all queries and requests for assistance from patients and visitors at reception in an efficient and courteous manner

· Explain Surgery arrangements to new patients and those seeking temporary cover, adhering to relevant procedures

Telephones

· Receive and make calls as required, passing on messages appropriately

· Ensure that telephones are at all times answered promptly and politely 
· Divert calls and take messages as appropriate ensuring accuracy of detail and prompt appropriate delivery

· Ensure that telephone system is operational at the beginning of each day and switched over appropriately at lunchtime and at the end of each day

· Working knowledge of telephone system during and after hours eg emergency line, activating answer phone when surgery closed

· Deal with patient requests for appointments, prescriptions and home visits as per Surgery protocol

· Processing prescription requests etc ensuring that they are ready for collection within the timescale set by the practice

· Book ambulances and interpreters when required and record details when booking completed

Appointments System

· Maintain the appointment system of the practice following practice protocol

· Book appointments for patients ensuring sufficient information is recorded to identify patient/medical needs
· Ensure that patients without appointments but needing ‘urgent consultation’ are directed appropriately
INFORMATION TECHNOLOGY/SCANNING

· Ensure accurate and prompt scanning of patient clinical letters into clinical system

· Identify relevant clinical information contained in patient correspondence for coding

· Code or free text the clinical information on to the patient record

· Deal with patient blood results appropriately as directed by the Doctors

· Input data efficiently and promptly into clinical system

· Run IT searches if appropriate
· E mail, fax and photocopy as required
· Adhere to current GDPR legislation
Training

· Will be required to participate in regular practice based learning events  including   CPR training

Administration

· Have a thorough knowledge of all Surgery procedures.

Other Duties

· Any other tasks allocated by Practice Manager
Confidentiality:
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters.   They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately

· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, Surgery staff and other healthcare workers.  They may also have access to information relating to the Surgery as a business organisation.  All such information from any source is to be regarded as strictly confidential

· Information relating to patients, carers, colleagues, other healthcare workers or the business of the Surgery may only be divulged to authorised persons in accordance with Surgery policies and procedures relating to confidentiality and the protection of personal and sensitive data
Health & Safety:
The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Surgery Health & Safety Policy and the Surgery Infection Control policy and published procedures. This will include:

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks

· Making effective use of training to update knowledge and skills

· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards

· Actively reporting of health and safety hazards and infection hazards immediately when recognised

· Keeping own work areas and general / patient areas generally clean, assisting in the maintenance of general standards of cleanliness consistent with the scope of the job holder’s role 

· Reporting potential risks identified

Equality and Diversity:
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes the importance of people’s rights, interpreting them in a way that is consistent with Surgery procedures and policies, and current legislation

· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues

· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/Professional Development:
The post-holder will participate in any training programme implemented by the Practice as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work

Quality:
The post-holder will strive to maintain quality within the Surgery and will:

· Alert other team members to issues of quality and risk

· Assess own performance and take accountability for own actions, either directly or under supervision

· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance

· Work effectively with individuals in other agencies to meet patients needs

· Effectively manage own time, workload and resources

Communication:

The post-holder should recognize the importance of effective communication within the team and will strive to:

· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognize people’s needs for alternative methods of communication and respond accordingly
Contribution to the Implementation of Services:
The post-holder will:

· Apply Surgery policies, standards and guidance

· Discuss with other members of the team how the policies, standards and guidelines will affect own work

· Participate in audit where appropriate

TYNAN SURGERY  2023  APRIL 
MEDICAL RECEPTIONIST JOB SPECIFICATION

	ESSENTIAL


	DESIRABLE
	CRITERIA MET

	EDUCATION/QUALIFICATIONS  EXPERIENCE AND KNOWLEDGE

5 GCSE’s at Grade C or above, including English Language and Mathematics 

OR Equivalent 

OR AMSPAR Medical Secretary/Receptionist Certificate/Diploma


	Ability to audio type

Experience of Readcoding clinical information
Relevant experience in an administrative role within a healthcare setting  for example GP Surgery, Hospital Setting, Community Pharmacy

	

	SKILLS

Keyboard skills

Computer Literacy 

Experience of using Microsoft Office package- Word, Excel, Access

	Experience of a  GP Clinical Computer System  


	

	APTITUDE

Good Communication Skills

Positive attitude to all members of the public

Ability to work on own initiative and as part of a team


	
	


Salary

This post is remunerated at AFC Band 3 level, currently £10.86-£11.63 per hour depending on qualifications and experience
HPSS Superannuation scheme
Hours per Week:    Up to 37.5 Hours per Week ( Job Share Considered)
Shift pattern will consist of a combination of 8.30-5.00 pm, 9.00-5.00 pm, 9.00-6.00 pm
Closing Date:     Monday 27 March 2023 at 1.00 pm
TYNAN SURGERY  EMPLOYMENT APPLICATION 
This form may not allow sufficient space for provision of the information requested, or other information you feel would be relevant to the application.  If this is the case, please include additional sheets.

CLOSING DATE:    Monday 17 April 2023  at 1.00PM
via e mail  to Reception.Z00502@gp.hscni.net    ( FAO Practice Manager)
PERSONAL DETAILS:

	Post applied for:



	Where did you see the post advertised?



	Surname:


	First Name(s):



	Address:

	
	Postcode:

	Telephone No:    Daytime:                               Evening:

E-mail address:



	Are you legally eligible for employment in the UK?           Yes / No (delete as applicable)

Do you require a work permit to work in the UK?               Yes / No (delete as applicable)

Please note that prior to making an offer of employment, we are required by law to verify documentary evidence (and maintain copies for our files) regarding a candidate’s eligibility to work in the UK.  This applies to all applicants regardless of nationality/origin.

	Have you any criminal convictions which are not ‘spent’?    

Yes / No (delete as applicable)
If yes please give dates and details.  

This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974, which means that applicants are not entitled to withhold any information requested about previous convictions even if, in other circumstances, they would be regarded as ‘spent’ under the Act.


CURRENT (OR MOST RECENT) EMPLOYMENT OR WORK EXPERIENCE

	Title of Post

Number of Hours worked per week:

	Name and Address of Employer



	
	Postcode

	Nature of Business
	Date of Appointment



	Salary and Hourly Rate


	Period of Notice Required / Contract End Date



	Summary of Duties Responsibilities

Reason for Leaving:




PREVIOUS EMPLOYMENT (most recent first - you may include unpaid work)

Please give a brief explanation of any periods of unemployment

	Employer’s Name and Address
	Title of Post Held
	Salary and Scale (FTE)
	Date

From
	Date

To
	Reason for leaving

	
	
	
	
	
	


EDUCATION AND QUALIFICATIONS (most recent first).   Include details of any qualifications for which you are currently studying/expect to attain.

	Schools, Colleges Universities or other Training organisations
	From*
	To*
	Programme of study/examinations taken (with levels and grades)

	
	
	
	


* Inclusion of qualification dates is not compulsory

PERSONAL INTERESTS/HOBBIES

	


REFERENCES

Please give the name, address and telephone number of two people who would be willing to give you a reference.   If you are currently or have recently been in employment, one of these should be your current or last employer.   If not, a referee should be a person who can make a statement with regard to your character, e.g. a school or college teacher.  Referees must not be members of your family or related to you in any way.

	Name


	Name



	Job Title (if applicable)


	Job Title (if applicable)



	Address


	Address



	Postcode
	Postcode

	Telephone


	Telephone



	How does this person know you?


	How does this person know you?



	If required, may we take up reference before interview?

Yes / No (delete as applicable)

	If required, may we take up reference before interview?

Yes / No (delete as applicable)



INFORMATION IN SUPPORT OF THIS APPLICATION

	In your own words, describe the sort of work you think you would be asked to undertake if you were successful in getting this job:
Please use the space below explain why you would be a good applicant for the post, including any experience you have gained, skills you have to offer (for example, IT skills) and personal qualities.  This may include work and voluntary/domestic activities (e.g. school committees, charity work).  Please relate your comments to the job description and advertisement.

Please continue on an additional sheet if necessary 


	If you are selected for interview, are there any reasonable adjustments you would need us to make to make it easier for you to attend?
Yes / No (delete as applicable)
If yes, please give details:

Please note that  Tynan Surgery  operates a non-smoking policy covering all practice premises


APPLICANT’S DECLARATION

I hereby give my consent, in connection with this application, for all previous employers, educational institutions and references to be contacted to obtain and verify the accuracy of information provided by me in support of this application.  

I understand that any misrepresentation or material omission made by me on this application will be sufficient cause for cancellation of the application or immediate termination of employment, whenever it may be discovered.  

I understand that  Tynan Surgery  is permitted to hold personal information about me as identified on this application form as part of its recruitment procedures and personnel records.

Note:  Tynan Surgery  is an equal opportunities employer and does not unlawfully discriminate in employment.  No information provided by the applicant will be used for the purpose of limiting or excluding any applicant from consideration for employment on a basis prohibited by law.
	Applicant’s signature:


	Date:




	FOR OFFICE USE ONLY

	Date application received:
	Interview:                   Yes    /    No



	Shortlist                       Yes   /   No
	Notes on references:




DIVERSITY MONITORING INFORMATION-OPTIONAL

Tynan Surgery is committed to equality of opportunity for all job applicants regardless of sex, marital status, disability, religious affiliation, race, political opinion, age, sexual orientation or transsexuality.  The practice selects those suitable for employment and advancement solely on the basis of merit ie  eligibility in terms of ability, qualification and aptitude for the work.

	Date of birth:
	[optional – you do not need to complete this] This page will be removed from the application papers prior to assessment and is used only to monitor recruitment processes


Please tick the box which best describes your cultural & ethic origin

	□ White British
	□ Black British
	□ Indian

	□ White Irish
	□ Black Caribbean
	□ Pakistani

	□ White European
	□ Black African
	□ Bangladeshi

	
	
	□ Chinese

	□ Other white origin

Please specify:


	□ Other black origin

Please specify:


	□ Other Asian origin

Please specify:




