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Job Description 
 
 
Job Title:  Medical Receptionist 
 
Responsible to:  Operations Manager and Practice Manager 
 
Job Summary: To provide a point of contact for patients and to act as a focal 

point of communication, customer service and co-ordination 
between patients, doctors, and other members of the primary 
health care team and outside agencies. 
To assist with the daily Practice functions and operational running 
of clinics 

 
 
KEY TASKS 

 

1. Reception duties 

 Ensure efficiency of appointment system and monitor flow of patients into 
consulting and treatment rooms. 

 Ensure patients without appointments but who need urgent consultations are 
seen in a logical and non-disruptive manner. 

 Explain practice arrangements and formal requirements to new patients those 
seeking temporary cover; ensure procedures are completed. 

 Advise patients of relevant charges for private services, accept payments and 
issue receipts for same. 

 Respond to all queries and requests for assistance from patients and other 
visitors 

 Direct/Signpost patients to partner services as appropriate 
 Log requests for home visits onto the clinical system including all relevant 

information and where necessary refer to the Duty Doctor. 
 Action requests for ambulance transportation and log details or advise patients 

and provide Transport contacts for independent arrangements if appropriate. 
 Ensure reception and all waiting areas are kept tidy and secure. 
 Greet, sign in and direct visitors and contractors to the Practice as appropriate.  
 Respect the privacy and dignity of all patients adhering to the Practice 

confidentiality policy and legislation to protect patients’ sensitive and 
confidential information at all times.  

 Promote and comply with Practice all health and safety policies and procedures.  
 

2. Management of Appointment Systems 

 Ensure total familiarity with appointments system including regular and 
incidental variations. 
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 Book appointments and recalls, ensuring sufficient information is recorded. 
Monitor effectiveness of the system and report any problems or variations 
required. 

 Observe and comply with the operational ‘rules’ of the appointment system to 
manage demand and safely and appropriately and in accordance with clinical 
need under the governance and guidance of Practice clinicians. 

 

3. Management of Medical Records and patient information 

 Ensure that all records are accurately assembled in advance for each consulting 
session. Ensure that the record is available for the doctor in the instances of 
urgent consultation. 

 Retrieve and re-file records as required, ensuring that strict alphabetical order is 
adhered to. 

 To register and create new patient files  
 Ensure correspondence, reports, results, etc are all filed in correct order. 
 Ensure hard copy documents are processed and filed to patient records in 

accordance with agreed processes. 
 Ensure electronic notifications regarding patient care are processed and filed to 

patient records in accordance with agreed processes. 
 Ensure records are kept neat and tidy in good repair with all necessary 

information recorded correctly and on the outer cover. 
 Record all relevant information and patient contacts onto the clinical system 

(Emis Web) 
 Generate, process and complete tasks logged on the clinical system  
 Collate and distribute patient information packs and leaflets    
 

4. Processing of repeat prescriptions  

 To actively process and progress repeat prescriptions in line with Practice 
policies. 

 Ensure that requests for repeat prescriptions are actionned where possible 
within two working days. 

 To action and progress request for urgent prescriptions as appropriate and in 
conjunction with the Practice Pharmacists and Duty Doctor. 

 To liaise with and refer to the Doctors and Pharmacists as appropriate. 
 To track and trace patient prescriptions and resolve queries. 
 To signpost and educate patients on prescription policies and procedures. 
 To enable and promote electronic prescription processing. 
 To participate in prescription audit and process improvement initiatives. 
 

5. Preparation of Consulting Rooms and patient areas 

 Ensure that consulting rooms are prepared in readiness for each consulting 
session, checking computers, printers, forms, prescriptions and equipment are 
available as required. 

 Ensure that the consulting rooms are checked at the end of each consulting 
session and left tidy and secure. 
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 Ensure that patient waiting rooms, corridors and reception areas are checked 
and maintained in a tidy and secure state.   
 
 

6. Operation of Telephone System 

 Receive and make calls as required.  Divert calls and take messages as 
appropriate. Ensure that the system is operational at the beginning of each day, 
and switched over to night service and answer phone at the end of each day. 

 

7. Start and End of Day Procedures 

 Open up premises at the start of the day, set alarm and make all necessary 
preparation to receive patients. 

 Secure premises at the end of the day, ensure the building is empty, totally 
secured, internal lights off, and alarm activated. 

 Log-in and log-out computer at the start and the end of the day; carry out daily 
backup at close of day. 

 

8. Any other delegated duties considered appropriate to the post 

 Receive, label, store correctly, and pass on to the correct recipients, specimens 
presented by patients. 

 Maintain and update computerised registration base. 
 Chaperoning clinical staff on request.  
 Participate in process and quality improvement initiatives and activity audits. 
 

9. SPECIAL REQUIREMENTS OF THE POST 

 Be able to understand, accept and adhere to the need for strict confidentiality 
 Be able to use own judgement, resourcefulness, common sense and local 

knowledge to respond to patients’ enquiries and requests. 
 Complete core training modules required for the post. 
 Have excellent communication skills and be computer literate 
 Understand effective team-working and be prepared to contribute fully. 
 Have flexibility in working hours to cover the absence of colleagues arising from 

annual leave, sick leave etc. 
 Be available to cover shifts across the range of Reception hours and in 

conjunction to usual hours / days of work, also able to participate in a rota 
sharing early starts / late finishes ((7am until 8:30pm)..  

 Be available to participate in a fair share of the special Saturday flu clinics.   
 


