Example Position Description

Medical Receptionist

Position Title: Medical Receptionist

Organisation Tweed Valley Medical Centre

Location: Tweed Valley

Reports to: Practice Principal

Hours: Full time, 38 hours/week

Conditions of Employment: Clerical and Administrative Employees (State) Award

Position Description:

The Medical Receptionist is responsible for the day to day operation of the Tweed Valley Medical Centre.

Key Responsibilities:

· Manage the appointment system to ensure that patients do not have excessive wait times and that appropriate time is allocated for the consultation.
· Manage documentation including recording daily incoming and outgoing mail, email and faxes and the preparation of correspondence on behalf of the GP.
· Update and file medical records including the preparation of patient records for consultations, organisation of pathology results and scanning of information into medical software.
· Assist in the implementation and maintenance of a quality management system in accordance with the RACGP Standards for General Practice.
· Process payments through Medicare online, undertake banking and reconciliations and maintain petty cash records.
· Maintain equipment including developing and maintaining a register of equipment, organising regular maintenance through appropriate bodies, and reporting faults to the Practice Principal.
· Ensure the process for sterilisation of equipment is completed.
· Be aware of and comply with occupational health and safety requirements.
· Undertake general office duties including photocopying; routine cleaning; ordering of stock and equipment; and the provision of brochures and information to patients.
Selection Criteria:

Essential

· Demonstrated ability in working with computers including word processing, use of databases, financial systems and ability to use email and the internet.

· Demonstrated ability to undertake reception duties including answering the phone, dealing with customers, booking appointments and the use of office equipment.

· Demonstrated organisational skills to:

· undertake multiple tasks;

· work with limited direction and supervision;

· prioritise work;

· take initiative;

· demonstrate flexibility; and

· work under pressure/meet deadlines 

· High level of written communication skills including ability write procedures and guidelines; and prepare correspondence for patients and referring doctors.

· Excellent verbal communication skills with the ability to deal with complaints.

· Demonstrated ability to maintain absolute confidentiality regarding patient and practice information.
Desirable

· Knowledge of Medical Director/PracSoft software and the Microsoft Office environment.

· Completion of an accredited medical receptionist course/ knowledge of medical terminology.

· Minimum of one year’s experience in medical receptionist/secretarial role.

· Knowledge of medical/billing software, Medicare and medical equipment.

· Knowledge of the Medical Benefits Schedule.

· CPR/Triage training and/or experience.

· Understanding of basic infection control and the safe handling and disposal of medical waste.
Application Details:

· All essential and desirable criteria must be addressed when applying.

· A current resume must be included with this application.

· The names of two recent, contactable referees must be provided.

· Please send applications by fax, email or post to:

The Practice Principal

Tweed Valley Medical Centre

PO Box 000

MURWILLUMBAH NSW 2484

Fax: 02 6672 xxxx

Email: x@xxx.org.au

Closing date for applications is 5pm Friday 13 July 2007.

