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	Job Description

	

	Job Title:
	Receptionist

	Department:
	Community – Clinical Assessment Service

	Reports to:
	Community Operations Manager

	Location:
	Royal Liverpool University Hospital

	Contract Type: 
	Bank 

	
	

	Job Summary

	To act as the first point of contact for patients attending PC24 services for appointments and handle enquiries from patients efficiently; whilst representing the service in a professional manner.   

	

	Key Responsibilities

	
Service Delivery

· Greet patients and visitors to the service. 
· Be fully trained and competent in clinical systems. 
· Ensure the site is prepared for service delivery at all times  
· Be fully up-to-date and observe all Policies and Procedures related to the role. 
· Ensure all relevant information is communicated to incoming staff through a robust handover. 
· Input confidential patient data and book appointments. 
· Contingency plans are in place in the centre. 
· Undertake administration tasks as requested. 
· To maintain Infection Prevention Control standards 
· Maintain professional relationships with all stakeholders  

Performance

· Liaise closely with the Shift Manager to support the achievement of operational contracts and KPI’s. 
· Ensure patients are managed in line with required timeframes  
· Report to the relevant operational team any clinical or operational issues

Governance and Risk

· Ensure patient confidentiality at all times. 
· Ensure that all incidents, complaints and safeguarding concerns are reported appropriately to the Shift Manager, using the available reporting mechanisms correctly and that an open and ongoing dialogue is created with the Shift Manager. 
· Ensure that the accident book is maintained and accidents are reported to the Shift Manager. 
· Ensure that any health and safety concerns are raised to the Shift Manager 
· Promptly report any IT or Security issues to the Shift Manager. 

Service Development

· Support the successful implementation and delivery of pilot schemes and initiatives as required. 
· The post holder will partake in any other appropriate ad hoc duties as requested by the Shift Manager or Service Manager  
· The post holder is required to undertake continuous personal development as agreed with the Service Manager  
· Support the training of new starters. 
· Engage in the annual appraisal process. 

Continuous Improvement

· Attend and complete all mandatory training or compulsory in-house training as required. 
· Attend staff meetings as required. 
· Required to attain role specific audits  
· Be compliant with mandatory training as determined by the organisation. 
· The post holder will partake in any other appropriate ad-hoc duties as requested.  





		Person Specification

	

	Job Title:
	Receptionist

	Department:
	Community – Clinical Assessment Service

	
	

	Education and Training
	Essential
	Desirable

	GCSE Grade C or above in literacy and numeracy or equivalent. 
	X
	

	

	Knowledge, Skills and Experience
	Essential
	Desirable

	Ability to communicate effectively with staff across different skill groups
	X
	

	Accuracy and attention to detail
	X
	

	Ability to act as a role model, demonstrating commitment to organisational values.
	X
	

	Organisational skills
	
	X

	Adaptable and versatile approach to service delivery
	X
	

	Competent using Adastra
	
	X

	Previous experience in healthcare settings
	
	X

	Experience of following and working to policies and procedures
	X
	

	Experience of co-working and liaising with clinicians
	X
	

	Previous telephone answering experience
	
	X

	
	
	

	Other Relevant Criteria
	Essential
	Desirable

	Strong interpersonal and communication skills  
	X
	

	Team-focussed approach
	X
	

	Adaptability to change
	X
	

	Flexible approach
	X
	

	Customer service
	X
	

	Understanding of the NHS strategy and policy agendas
	
	X
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