
DRS PAGE, MCDONALD & STEVENSON
Leven Health Centre

Medical Receptionist/Administrator
Job Description

Overall Purpose

To contribute towards the provision of a welcoming, friendly, efficient and effective service to the patients of Drs Page, McDonald & Stevenson, Leven Health Centre.

Main Responsibilities
1. To receive patients and visitors to the Practice and deal with their requests in an efficient and effective manner.

2. To receive and act upon telephone calls to the Practice in an efficient and effective manner. Taking comprehensive messages and using initiative to assist patients and reduce GP administrative non clinical work where possible.
3. To contribute towards the smooth running of the patient appointment booking system.
4. To “sign post” patients to the most appropriate service for their needs in line with NHS Scotland guidance and Practice Protocols.  Referring to NHS Inform, We’ll keep you right, Pharmacy First, First Contact Physiotherapy and other NHS services.  Particularly advising on services to which patients can self refer without needing to see a GP.  Being familiar with NHS Inform and the information and self help guides that is available to patients via that website.
5. Word processing of referral letters, reports, forms, notices and general correspondence – mainly audio – in accordance with agreed procedures. 
6. To take requests for repeat and acute prescriptions in accordance with agreed procedures and process these requests.

7. To undertake a range of administrative tasks. E.g. completion and recording of various documentation in accordance with agreed procedures e.g. laboratory request forms, smear forms, patient registration forms, insurance medicals etc.
8. Retrieval and filing of patient records in accordance with agreed procedures, electronically and paper based.

9. Registration, integration and transferring out of patients in accordance with agreed procedures.

10. To receive and process internal and external mail (paper and through electronic links format) in accordance with agreed procedures.

11. Updating of patient records in accordance with agreed procedures e.g. blood results, smear results, immunisations, NHS24 contacts, due diary dates, hospital correspondence etc.

12. Completion of new patient’s files and inputting of new patient information onto system.

13. Inputting of patient summaries onto system.

14. Information searches.

15. Arranging appointments with Consultants – both private and NHS.

16. General office tasks e.g. faxing, photocopying etc.
17. To ensure premises are secure at end of working day, or to open up the Practice in the morning.

18. To participate in various meetings within the Practice as required.

19. To use a variety of electronic systems, e,g, Docman, EMIS clinical system, NHS Mail which training will be given.

20.  To undertake online Learning and other training as required e.g Basic Life Support, Information Governance and Fire Training.

21. To contribute to the overall achievement of the Practices’ aims and objectives.

22. To work safely at all times in accordance with Legislative requirements, Practice Policy and Procedures.

This job description is not exhaustive and may be adjusted periodically after review.   You will also be expected to carry out any reasonable duties which may be requested from time to time.
Reports To

The successful candidate will report directly to the Office Supervisor and through line management to the Practice Manager.

ADDITIONAL INFORMATION

Experience and Personal Qualities
NHS Primary Care or Secondary Care administration/reception experience is desirable, but not essential.  Experience of working in a similar environment is desirable although not essential as full training will be given.  
You will have ability to use your own initiative, problem solve and multi task.  You will have a professional approach and have good verbal and written communication skills.
As part of a small team you will work flexibly, cover annual leave and sickness outside your normal contracted hours.  Cover may be required between the hours of 7.45am and 6pm.

You will have the ability to adapt to change, work to protocol, and have the willingness to learn and take on new tasks.  

A friendly, caring, pleasant manner and ability to work as part of a Team, the small Team in the Practice and the wider NHS Team.
Hours of work

25 hours per week Monday-Friday.  12.45pm-5.45pm, some degree of flexibility is required according to needs of the Practice to cover holidays and sickness
· There is also a requirement to cover extended opening hours (5.45pm – 7.30pm) on a rota basis for which payment/time in lieu will be made. (Currently suspended due to COVID)
· The need to work additional hours paid as extra hours or time in lieu to cover staff absence due to leave and sickness cover may be required between the hours of 7.45am and 6pm.

COVID Risk assessment in place.  There is no facility to work from home

Salary

Appointment will be to the 3 scale £17,254.01 - £19,978.86 per annum pro rata (£8.84-£10.36 per hour). Placement on the scale will be dependent on relevant skills and experience.   Progression through the scale is subject to satisfactory performance.
Pension Scheme

The successful candidate will be eligible for membership of the NHS Superannuation Scheme.   

Leave

Annual Leave:
29 days per year rising to 31 days after 5 years continuous service and to 35 days after 10 years continuous service. (Exclusive of Public Holidays)
Public Holidays:
8 days per year. As set out by NHS Fife
Health and Safety

The Practice Health and Safety policy and COVID Risk Assessment must be observed.
COVID social distancing measures to be observed, use of face masks at distance of less than 2m and in patient areas, in line with NHS and Practice guidance.  Perspex guards are in place at Reception for your safety, when required face masks can be provided, although any “face covering” can be worn . 
Staff Documents/JD Receptionist/Administrator July 2020


