THE SURGERY 
1 CHURCH STREET
NEWTOWNARDS
BT23 4FH
TEL: 028 91816333
Website: www.thesurgerynewtownards.co.uk

‘Senior Receptionist/Team Leader’
Job Description (30hrs between 8.30 – 6pm Mon- Frid)
[bookmark: _GoBack]Salary £31,500 pro rata


Reports to: Practice Manager
Responsible for: Reception & Administrative Staff

Job Purpose

To provide operational leadership and Support for the Reception & Administrative Team while continuing to undertake Reception duties.

The role ensures the efficient delivery of Reception & Administration services, supports staff supervision and helps maintain high standards of patient service within the Practice.

Key responsibilities
· Assist the Practice Manager with the operational day to day tasks for effective practice management
· Work on adhoc/specific projects as directed by the Practice Manager
· Work as part of the Reception Team providing patient facing support
· Communicate effectively & professionally with the wider Practice Team, multi-disciplinary Team & external agencies such as secondary care and community service providers
· Ensure the Reception desk operates efficiently throughout the day
· Provide Reception/Admin cover where  required
· Assist with managing patient demand and appointment booking systems
· Ensure Confidentiality at all times
· Act as a keyholder, opening & closing the building in line with Surgery policy.

Team Leadership
· Provide day to day operational leadership and co-ordination of Reception & Administration staff
· Promote positive Team culture
· Assist in communicating goals and deadlines to Staff
· Act as first point of contact & support for staff queries and operational issues
· Adhere to Staff Escalation processes.
· Adhere to all Surgery & Handbook policies
· Support the Practice Manager with organising all staff rotas /annual leave requests
· Support the Practice Manager with Support staff rotas/annual leave requests
· Be able to manage your own time efficiently

Staff support and Training
· Assist Practice Manager/Business Manager with Recruitment
· Assist with Induction and training of Reception  and Administration staff as per Standard operating procedures
· Identify any Training needs for staff
· Provide informal supervision an support to colleagues
· Promote good teamwork and consistent working processes
· Assist in aspects of Clinical  IT system
· Assist in Organisation of Vaccination programmes
Patient experience
· Assist with managing difficult or complex patient enquiries
· Assist in the resolution of patient complaints in line with Practice Complaints procedure
· Identify any Health & Safety risks
· Enable patients to access appropriate Healthcare Professional, ie Signposting
· Ensure Patient experience is line with Practice ethos.
Administration
· Oversee daily administration tasks within Reception staff, assist where necessary
· Assist both Practice Manager & Business Manager with IT searches/ required for GMS contract submissions & enhanced services.
· Assist in Staff meetings preparation and minute taking
· Maintain Practice intranet information as per Surgery protocols
· Maintain accurate and organised filing systems, manually & electronically
Compliance and Governance
· Ensure adherence to practice policies and data Protection requirements
· Support the Practice Manager with audits and administrative quality checks
· Assist in all parts of Quality Improvement projects within the Practice.
· Must be trustworthy in handling of any cash/monies within the Role.

This Job description is not meant to be restrictive or definitive, and may be reviewed or altered as developments occur within the Service. 

ABOUT US

We are 2 GP practices working together in 1 building (The Surgery). 
We are made up of a Team of GP’s, GP Trainees, Reception, Admin & Nursing staff.
In addition, we have a Multi Disciplinary Team: Pharmacists, Physio & Social workers, with potential further expansion.

We currently are looking for a Senior Receptionist/Team Leader to support the Practice Manager as our Team develops.

What we can offer you:
· A Permanent position within a well established team.
· Membership to HSC Pension scheme
· Staff training support
· Team building events
· Further Leadership Training
· Staff parking
· Pleasant environment to work in 
