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Staff Position Description

	Instruction for Managers

	
	Instruction for Staff

	
1.  Give a copy of Position Description with letter of offer.
2.  Copy signed Position Description for the Staff Member.
3.  Update the Staff File Manager.
4.  Place the signed copy on the staff file.

	
	
1.   Read the Position Description carefully.
2.   Ask if you need any information clarified.
3.   Keep a copy for you to use at work.
4.   This may change with the Business. 
5.   Keep the Manager informed if changes occur.


Position Title:
Medical Centre Receptionist
	Award Classification
	GP Clerk Grade 1

	Remuneration
	As per Enterprise Agreement

	Reporting to
	Practice Manager, MERGEFIELD REPORTINGTO Chief Executive Officer & Operations Manager

	Purpose of the Position
	In accordance with the vision, mission and values of Finley Regional Care, the Medical Centre Receptionist provides high quality reception and secretarial services to the patients, doctors and staff at the surgery in a caring and supportive manner whilst maintaining confidentiality at all times.

	Liaises with internally

	All Finley Regional Care Management & staff
Doctors/Clinical Staff
Medical Centre patients/clients
Medical Professionals

	Liaises with externally

	Patients/Potential Patients/Clients
Family Members

Doctors
Consultants

General Public
Medical Professionals

	Essential Criteria

	· At least one year experience as a Receptionist within the field of health.

· Successful completion of medical terminology course or ability to acquire same.

· Experience in electronic health record management.

· Knowledge of the Australian Medical Association and Health Insurance Commission procedures, policies and Australian General Practice Accreditation Limited (AGPAL).

· Excellent computer skills including experience with medical, word processing, spreadsheet and data base software packages.

· Developed customer service skills.

· Demonstrated skills in written, oral and interpersonal communication.

· Demonstrated ability to prioritise and complete work with minimal supervision.

· Understanding of Medicare, Private Health Insurance, DVA and Hospital guidelines.

· Ability to work as part of a multi-skilled team in a busy work environment.

· Current First Aid Level 1 Certificate.

· Ability to be discrete, tactful and maintain confidentiality (patient and practice).

· Commitment to workplace equity issues.

	Desirable Criteria
	· Knowledge of PracSoft and Medical Director software and medical equipment

	Organisational Change Management
	Supports and assists with implementation of change

	Behaviours Required
	1.
Demonstrated patient-focused approach in service provision with 
genuine empathy and interest in their needs.

2.
Excellent interpersonal and communication skills, both written and 
verbal.

3.
Be always well-presented, friendly, courteous and obliging.  Represent 
the practice in a confident and positive manner at all times. 

4.
Undertake all duties in a diligent manner, with honesty and integrity, 

5.
Maintain absolute confidentiality regarding patient and practice 
information.

6.
Have a vigilant attitude to accuracy, being prepared to double check as 
necessary.

7.
Ability to work cooperatively and independently.

8.
Ability to prioritise and organise, with attention to detail.

9.
Demonstrated commitment to ongoing professional development.

	Finley Regional Care Vision and Mission Statements
	Provide care and services that is 100% aligned to the Vision and Mission Statements of Finley Regional Care

	Tasks and Responsibilities
	Administrative
	· Ensure documentation is maintained in accordance with legislation.
· Creation and maintenance of patient records.

· Electronic data entry of patient details.

· Scanning of all clinical documents/information into patients’ computer file.

· Prepare Medicare claim forms for signature of patients and forwarding claims for payment.

· Participate in maintaining and ensuring that medical record systems are kept in accordance with legislation.

· Collect and distribute practice correspondence as appropriate.

· General typing/desktop publishing for internal purposes. 

· Ensure outward correspondence is completed within an acceptable timeframe.

· Filing and maintenance of correspondence, reports and other records.

· Follow processes for accurate and professional standard of documentation encompassing clinical and legal requirements.

· Demonstrate and promote efficient use of resources.

· Ensure all administrative duties are conducted in an efficient and economical manner.

· Any other duties which are reasonable, which may be required from time to time.

	
	Medical Centre Appointments


	· Arrange clinical appointments for general practice staff and visiting clinicians, liaising with staff where necessary.

· Ensure appointments are managed effectively within organisational guidelines.

· Answer telephone enquiries.

· Respond to patient queries.

· Change appointments and arrange follow up appointments where necessary

	
	Professionalism
	· Project a professional image and deal competently with doctors, staff and patients.

· Provide an appropriate level of professional reception service.

· Fulfil the duty of care to patients in the course of practice.

· Ensure patient and co-worker rights (including confidentiality) are observed at all times.

· Maintain knowledge of relevant legislative requirements which affect the practice.

· Adhere to all practice policies and procedures.

· Provide professional reception services to enhance the reputation of Finley Medical Centre in a friendly and helpful manner.

· Contribute to the professional development of other staff.

	
	Finance
	· Ensure the practice’s financial procedures are observed.

· Issue patient invoices and receipt fees.

· Prepare daily banking and take to bank.

· Preparation of Accounts Payable for payment.

· Operate EFTPOS machine.

	
	Communication / 

Teamwork

	· Establish and maintain harmonious relationships with colleagues, patients and their families, visiting health professionals and suppliers.

· Be involved in promoting a team approach through effective communication, consultation and co-operation with all staff.

· Function as a team member.

· Participates in project team activities/meetings in order to exchange ideas and information.

· Support change initiatives introduced by management.

· Comply with and utilize policies, procedures, regulations and standards which impact upon the position.

· Maintain effective communication systems.

	
	Learning

	· Act to enhance the professional development of self and others

· Participate in regular performance appraisal and set goals in collaboration with Practice Manager to further personal and professional growth and skill development.

· Participate in educational opportunities.

· Pursue self-directed learning.

· Maintain own record of training.

	
	Workplace Health & Safety
	· Comply with OHS procedures and guidelines in identifying and reporting (eg Hazard and Accident/Incident Reporting; adopt Safe Work Practices and Manual Handling procedures; aggression management and emergency responses).

· Act to enhance the health and safety of work colleagues.

· Contribute to the ‘total safety culture’ of the workplace.

· Attendance at compulsory OH&S inservice lectures.

· Ensure competency in dealing with emergency situations by regular attendance at in service sessions of Fire Safety and Evacuation.

· Practice reflects awareness of environmental issues and the environmental and infection control policies of the organisation.

	
	Compliance
	· To implement quality activities to guide service delivery and continued improvement within the Accreditation guidelines.

· Ensure provision of quality service, monitoring standards and implementing quality initiatives as per organisational policy and procedure and Accreditation standard requirements.
· Participate in continuous improvement activities and process of Accreditation.
· Complete audits as requested.
· Report deficiencies.
· Adhere to quality control procedures.


I hereby understand the requirements of the position and will fulfil the obligations required of the tasks, responsibilities and needs of Finley Regional Care.

I agree that I will provide care and services that is 100% aligned to the Vision and Mission Statements of Finley Regional Care.

Name ______________________________________________ Date
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