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JOB DESCRIPTION

MEDICAL RECEPTIONIST/TYPIST 16hours per week
MAIN DUTIES

To carry out effective and efficient receptionist duties in a friendly and confident manner

To be aware that all information in the surgery is of a confidential nature and must not be discussed or disclosed

To be aware of Health and Safety issues for others in the surgery as well as patients and visitors

RECEPTION DUTIES

IT and typing skills essential for Data input on the Computer system
Making appointments using the Appointment System on the Computer
Dealing with patient on the telephone and at Reception Desk

Liaising with other Health Care Colleagues, i.e District Nurses, Health Visitors, 

Hospital Consultants and Secretaries, Members of the Primary Care Team.

Organisation of patient recall systems for screening and Health Promotion services

Issuing of repeat prescriptions on the Computer System

Scanning of correspondence into patients medical records on the Computer System
Registration of New Patients and details input onto Computer System

Securing the building (Managing alarm system, opening up and locking entrance doors).

TYPING  DUTIES

Typing medical referrals using the Choose and Book System via the Computer

Dealing with Insurance reports. (Photocopying medical records)
General

To undertake any appropriate duties/responsibilities that may be required by the General Practitioner, Practice Manager and Practice Nurse

All the above duties may be shared between other members of staff and prepared in conjunction with them as deemed appropriate. 
PLEASE ADDRESS THE APPLICATION FORM TO MRS CHRISTINE PITTS PRACTICE MANAGER

CLOSING DATE FOR APPLICANTS IS 21ST OCTOBER 2011

Due to the expected high volumes of applicants we cannot reply in person to everyone.  If you have not heard from us by Oct 28th 2011 you have not been successful on this occasion.
