



POSITION DESCRIPTION: Receptionist

	
Award: Health Professionals and Support Services Award 2010 (MA000027)

Job Title: Support Services Employee 

Reports To: CEO


Objectives

Our purpose as a Bellbird Medical Centre is to provide high quality care to our patients and community. 

The medical receptionist plays a key role in the practice team providing service through respectful and professional running of the reception. They not only coordinate and organize appointments for the patient but also maintain records, documentation and other necessary tasks to facilitate the smooth running of the practice. 

It is important that all members of staff are prepared to undertake additional duties in order to maintain the efficient running of the practice.



	Responsibilities 

Front Reception
· Welcome and greet patients and visitors with courtesy and respect
· register patients according to established protocols
· assist patients to complete all necessary forms and documentation 
· ensure patient information is accurate including billing information
· inform patients of medical office procedures and policy
· schedule patient appointments and move patients through appointments as scheduled
· answer incoming calls and deal with inquiries using excellent telephone manner and transfer calls as required
· complete other clerical duties as assigned
· maintain stock of forms and office supplies
· ensure reception area is well maintained, neat and clean

Correspondence
· Fax, scan, photocopy and file documents
· Manage incoming and outgoing mail, email and faxes
· Manage external medical reports as required
· Check emails and send tasks to doctor, nurse or allied health staff where appropriate

Record keeping
· maintain and manage patient records ensuring up-to-date information
· prepare patient records for consultations
· organise patient record for filing
· back-up to be performed as per schedule

Billing
· provide billing policies to the patients
· issue invoice and receipts
· handling of cash, EFTPOS and other payments
· check with team if uncertain re billing

Quality and Privacy
· participate in quality improvement processes
· practice duty of care 
· maintain patient and practice confidentiality at all times
· Any breaches should be reported
· Comply with safe and practical work environment

Ordering
· restock paper and referral form in consulting rooms
· monitor offices, consulting rooms and treatment rooms supplies and place order as per requirement

Maintenance
· ensure reception and waiting room are clean, organised and tidy
· general cleaning of the practice
· record vaccine fridge temperature in log book (if no nurse available)
· require to lock the premises

Expected behaviour
· liaise with patients and their families in courteous, friendly and compassionate manner
· Liaise with GPs, nurse and other staff in professional manner
· Excellent communication
· Undertake duties with honesty
· Work independently and productively within the practice
· Contribute positively to the good working relationship within the team
· Be able to prioritise work within established routines 
· Actively contribute to the development of the practice
· Actively be involved and comply with the changes to practice policies and procedures

Selection criteria
Essential:
· Police Check
· Working with Children check
· First Aid course
· Excellent communication skills, written and verbal
· Ability to work independently, show initiative and work productively within a team environment
· Maintain high level of professionalism and confidentiality
· Maintain professional dress standards

Desirable:
· CPR course
· Previous experience in medical reception
· Knowledge of medical terminology, some procedures and diagnosis
· knowledge of computer and relevant software applications
· An understanding of the Medicare Benefits Schedule (MBS)

Hours of work
As mentioned in the contract, BMC-C-001. However, from time to time the receptionist may be required to work reasonable extra hours, as necessary or as per requested for running the practice. This may include working outside business hours, during weekends and or on public holidays.

Meal breaks
· You will also be entitled to 10 minutes paid tea break in each four hours worked.
· If the working hours ever exceeds five hours, you will be then entitled to 30 minutes unpaid lunch break.

	
Position Review
This position will be reviewed in six months from date of commencement and then on annual review.

I, …………………………………………………………….…, acknowledge that I have read and understood and accept the above position description of receptionist. 




Signed ………………………………………………………………………………………...


Date …………………………………………

	

	

	

	
	







