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Patient Service Advisor/Receptionist
Post:


`Patient Service Advisor/Receptionist

Responsible to:
Practice Manager
Hours: 
38 hours over 4 days 08.00-18.30
Salary: 
£9.70 per hour
Summary
· Offer general assistance to the practice team and project a positive and friendly image to patients and other visitors, either in person or via the telephone.
· To adhere to the strictest confidentiality when handling medical records and other information, pertaining to patients. 
· Receive, assist and direct patients in accessing the appropriate service or healthcare professional in a courteous, efficient and effective way both on the telephone and face to face in the surgery.
· Undertake a variety of administrative duties to assist in the smooth running of the practice including the provision of reception and clerical support to clinical staff and other members of the practice team.
· Facilitate effective communication between patients, members of the primary health care team, secondary care and other associated healthcare agencies.
· To build productive relationships with all patients, work colleagues and other key external personnel. 
· Our Mission:  We aim to provide high quality, holistic care equally accessible to all. We aim to deliver this in an efficient, cheerful manner by a multidisciplinary team. We encourage feedback, especially from patients and carers and endeavor to shape services accordingly within available resources.

1. Job Responsibilities
· Respond to incoming calls. Enter triage details for GP. Respond to GP requests and do outbound follow up calls as needed.
· Deal with patient enquiries either by telephone or in person.

· Book appointments and arrange home visits for patients.
· Book interpreters and transport when required.
· Retrieve patient paper notes from the filing system as required.
· Preparation of paperwork and booking appointments for various clinics.
· Take repeat prescription enquiries and process repeat prescription requests as required.
· Communication with patients and liaising with other healthcare professionals when requested by clinical staff, in order to assist with patient management i.e. receiving samples, advising of test results etc.
· Maintaining a clean, tidy and welcoming environment in the front of house areas, including updating noticeboards and ensuring there are adequate stocks of up-to-date leaflets.

· Processing of incoming daily post, including scanning of correspondence onto patient notes.
· Franking of outgoing post.
· Accept and start the process of new patient registrations, temporary, resident, immediate and necessary forms, including online services requests.
· Data collection and entry onto the clinical system (i.e. change of address/name, smoking history, email addresses, mobile telephone numbers).


· Dealing with requests for private medical services, including processing of forms,     advising patients of costs and arranging appointments. To include, receiving and processing payments for private medical services and issuing receipts.
· General office duties including processing of incoming and outgoing letters, photocopying etc.
· Prepare the clinical rooms before surgery and ensure they are tidy after surgery (to include stocking as necessary).
· Enter doctor and nurse rotas onto the clinical system for clinics. 

· Open and close the surgery when required, adhering to processes.
· Provide cover where able for other members of the practice team on annual or sick leave as and when required.
· Help train other members of staff when necessary.
· Maintain a high level of confidentiality at all times.
· Follow directions for all tasks as set out in the procedures, protocols and standard operating procedures.

· Work in a professional manner at all times.

· Being pro-active in suggesting and developing new initiates to improve the reception area.

· Prioritising tasks and working under own initiative. Participate on a daily basis in task management and ensure that tasks are kept up-to-date at all times.

· Duties may be varied from time to time under the direction of the Practice Manager, dependent on current and evolving practice workload and staffing levels.

The above list of duties is not exhaustive and may be subject to change as deemed necessary. It may be necessary from time to time for you to undertake further tasks as required to ensure the smooth running of the surgery.

For a full job description, please send your CV to leicesterterrace.k83014@nhs.net
