
 
 

 
 
 

 
 
 

JOB DESCRIPTION 

 

Post:   Practice Receptionist 

Hours:                       26 per week with flexibility for internal cover. 

Responsible To:      The Partners of the Doctor Hickey Surgery 

 

JOB PURPOSE: 

 To provide a point of contact for patients and act as a focal point of communication between 
patients, doctors and other medical staff. 

 

 To administer the medical notes of the Practice. 

 

 To deliver a competent level of administrative support to all members of the practice team. 

 

 To maintain an adequate level of stationery and general supplies and be responsible for 

keeping the reception area and waiting room clean and tidy. 

 
 

MAIN AREAS OF RESPONSIBILITY:  

1. Reception Duties 

2. Clerical Duties 

3. General Duties 
4. Professional Development 

 
 

1. Reception Duties 
 

The Practice Receptionist is responsible for: 

 Welcome: Welcoming all patients to the Surgery on arrival and organising the waiting room 

so that patients are seen in an efficient and convenient manner. 

 Explanation: Explaining practice arrangements and requirements to new patients. 

 Registration: Registering new patients, according to practice policies and procedures.  

 Data Entry: Entering registration and other patient details onto computerised patient 

database. 

 Telephone management: Receiving and making telephone calls as required.  

 Messaging: Accepting, recording and delivering messages for members of the practice 

team. 

 Fax management: Receiving, distributing and sending faxes as required. 

 Post management:  

 Reception and distribution of incoming post. 

 Preparation and mailing of outgoing post. 

 
 

 

Telephone:  020 7222 8593  
 

Fax:  020 7799 4222  

The Dr. Hickey Surgery. 

Cardinal Hume Centre 
3, Arneway Street 

Horseferry Road 

London SW1P 2BG 



2.   Clerical Duties. 

The Practice Receptionist is responsible for: 
 

 Managing Records in accordance with the guidelines of NHS England and Primary Care 

Support England. 

 

 Managing Documents, both paper and electronic in order to ensure the maintenance and 

updating of clinical records. This will include: 

 Scanning of paper documents onto the TP SystmOne clinical record.  

 Incorporation of electronic documents, including emails and electronic reports into 

the TP SystmOne clinical record. 

 

 Facilitating Repeat Prescription management: 

 Take repeat prescription requests as they come in and assign them to appropriate 

clinicians in a timely and efficient manner. 

 
 

 

3.   General Duties. 

The Practice Receptionist role can include: 
 

 Opening the Surgery: Each morning: 

 open premises 

 check heating and ventilation 

 Turn on all necessary power sources, especially those for the emergency alarm 

and computer. 

 Ensure a pleasant environment for the care and comfort of patients and staff. 

 

 Maintaining the Ambience of the Surgery: During the day: 

 Make beverages for patients as appropriate. 

 Air and tidy waiting room after each session. 

 

 Closing Surgery: Each evening: 

 Leave reception area tidy and ready for incoming colleagues. 

 Leave information regarding unsolved or urgent problems on desk and in 

telephone list. 

 Ensure that that all appropriate electrical equipment is turned off. 

 Ensure that internal lights off. 

 Ensure that all internal doors are locked. 

 Ensure that all windows are closed. 

 

 Undertaking such other duties as may from time to time be agreed between the practice 

and the post holder and not inconsistent with the current grade of the post. 

 

 
 

4. Professional Development 

The Practice Receptionist is responsible for: 
 Implementing an appropriate Personal Development Plan in consultation with the Practice 

Manager and consistent with the recommendations of relevant professional bodies. 

 Training: Attending and completing appropriate training schemes. 

 
  


