Cowdenbeath Medical Practice

Job Description

Post:


Medical Receptionist

Purpose

To work as part of a Team to provide a high standard of patient care to the Practice population. Undertaking a wide range of Receptionist, office and administrative tasks, under the supervision of the Reception Manager and Practice Manager.

Duties

1. To work on the Practice Reception desk, as required, dealing with patients and visitors both face to face and by telephone.  Dealing with, for example, appointments, home visits, patient registration, general enquiries.  At times you will have to work under pressure and problem solve with minimum supervision.

2. To undertake filing of medical notes, letters, results and all other clinical and non clinical information as required whether electronically or in paper hard copy format.

3. To carry out data input as required onto the Practice Clinical System (Vision moving to EMIS), e.g. from the Work Flow in the DOCMAN, from the mail communicator, SCCRS (cervical cytology), child hood immunisations, this list is not exhaustive.
4. To provide clerical / administrative assistance as necessary to ensure the practice’s responsibilities to the patients are carried out effectively and efficiently in line with the GMS Contract, Essential Services and Enhanced Services and strive to provide a  quality service and ensure patient safety as part of the Team.  

5. To process new patient registrations, process and preparation of Medical Records received into the Practice.  To process incoming and outgoing data on the patient registration computer link with Practitioner Services Division.

6. To undertake call and recall of patients as necessary and updating of records in connection with a wide range of chronic disease areas and health promotion areas.  To ensure records are maintained and clinical information is input into the record as required.

7. To provide process and print prescriptions following satisfactory completion of training working to strict protocol.

8. To work to the Practice Protocols and procedures in place.

9. To undertake and participate in training as deemed necessary for personal and practice development.

10. To be responsible for the opening and or closing and securing of the Practice premises, as required according to your shift pattern and in line with Practice Protocols.
11. All other duties appropriate to the grade that may be assigned from time to time.

This list is not exhaustive and will be reviewed and updated as necessary.
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