JOB:


 

Receptionist

EMPLOYER:



St Albans Medical Centre
WAGE:



Salary to be agreed

HOURS: part-time (plus occasional cover for other colleagues)
DETAILS:
ST ALBANS MEDICAL CENTRE

KINGSTON, KT2 5HF

Permanent vacancy.

We expect a high quality of patient care and service delivery. It is essential that you have a flexible approach and can work well as part of a team. You must be able to multitask. It is essential that you are flexible for sickness/holiday cover.
Previous experience would be an advantage.

Please send your application to Practice Manager, St Albans Medical Centre , 212 Richmond Road, KT2 5HF

We are happy for keen applicants to contact the Practice Manager Milena Bodda directly on 0208 546 0400. 
Only selected for the interview candidates will be contacted. 
This job advert will close as soon as a one of the candidates has been selected. 

The Practice is committed to promote equal opportunity and diversity in employment. 

Please read the JD for more information. 

[image: image1.emf]JOB DESCRIPTION  Receptionist.doc


Please read Recruitment Privacy Notice for more information.
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		ST ALBANS MEDICAL CENTRE


KINGSTON, KT2 5HF






		Job Title:  Receptionist

Reports to: Practice Manager


Accountable to: The General Practitioner in the Practice






		Job Summary


To provide a quality front line service to patients of the practice. Complete all reception and administrative work in a professional manner. Ensuring the smooth and efficient running of the practice.



		Main Responsibilities


1. Reception Duties


Greet all patients on arrival ensuring that they are booked in.


Answer the telephone, dealing with or redirecting to relevant person all enquires, making appointments and recording any information required when necessary.


Handle requests for home visits using practice policy.


Register new patients following practice process.


Offer new patient health check with our healthcare assistant.


Flexibility within the reception staff rota when required to cover colleagues’ holiday or sick leave.


2. Administration Duties


Open mail and distribute as appropriate, leaving Private & Confidential to be opened by addressee or Practice Manager.


Print off patient summary for any home visit if required.


Prepare and produce repeat prescriptions in line with practice policy and hand to the doctor on duty to sign and verify.


Scan medical records, hospital reports and letters.


Collate medical records received from Health Authority and set aside for summarising.


Extract medical record and print any attachments from the clinical system for deducted patients, and return to the Health authority.


Book interpreters to attend consultations when requested.


Ensure that Temporary Service forms are completed and filed until due for submission to the Health authority.


Recall patients as deemed necessary. 


           2.10 Maintain computer database.


2.11 Arrange transport for hospital appointments when appropriate.


2.12 Maintain stationary supplies in reception and administration areas.


2.13 Ensure that correspondence is mailed out as necessary.


2.14 Action any messages and follow up patients results notification ect.


2.15 Choose & Book


3. General duties


Each morning open premises, switch on lighting, check heating and 


switch over telephones. 


Ensure mail and sample bags are ready for collection.


Make tea/coffee for staff and ensure kitchen areas are left clean and tidy.


Tidy waiting and consulting rooms as required in mornings.


Check medical fridge temperature morning and night if necessary.


At the end of day ensure waiting area and reception are left tidy ready for next day.


Check heating/air conditioning off at end of evening shift, check doors and windows closed and locked, set burglar alarm and lock up premises.


Participate in any training required that may arise out of Practice/NHS policy changes.


Take up any other duties as may occur as agreed with the manager. 






		4. General Information


This job description is intended as a guide to the main elements of the role and should not be considered as a complete listing of all duties and tasks that may be undertaken.      



		5. Terms & Conditions


This post is subject to the Terms and Conditions of employment at this Medical Centre.



		6. Confidentiality


In the course of your employment you may handle confidential personal information concerning patients or staff. You must not read, discuss, disclose or pass on confidential information unless it is necessary in carrying out your normal duties.


Unauthorised disclosure of information will be treated as a serious disciplinary matter. If confidentially is breached you must be aware that this could result in civil proceedings or a criminal prosecution.



		7. Health & safety


Positive efforts should be made to maintain your own personal safety and that of others, by taking reasonable care and following recognised codes of practice.
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DR J.R. PARRISH  DR V PAREKH

ST ALBANS MEDICAL CENTRE

212 Richmond Road, Kingston, Surrey  KT2 5HF

http://www.stalbansmedicalcentre.co.uk





Candidate Privacy Notice (Recruitment)



Overview 

1. The Practice takes the security and privacy of your data seriously. We need to gather and use information or ‘data’ about you as part of our business and to manage our relationship with you. We intend to comply with our legal obligations under the EU General Data Protection Regulation (“GDPR”) and the UK Data Protection Act 2018 (“DPA”) (when it is enacted and comes into force) in respect of data privacy and security. We have a duty to notify you of the information contained in this policy.



2. The Practice is a “data controller”. This means that we are responsible for deciding how we hold and use personal information about you. You are being sent a copy of this privacy notice because you are applying for work with us. It makes you aware of how and why your personal data will be used, namely for the purposes of the recruitment exercise, and how long it will usually be retained for. It provides you with certain information that must be provided under the General Data Protection Regulation ((EU) 2016/679) (GDPR).



Data Protection Principles

3. Personal data must be processed in accordance with six ‘Data Protection Principles.’ It must:

· be processed fairly, lawfully and transparently;

· be collected and processed only for specified, explicit and legitimate purposes;

· be adequate, relevant and limited to what is necessary for the purposes for which it is processed;

· be accurate and kept up to date. Any inaccurate data must be deleted or rectified without delay;

· not be kept for longer than is necessary for the purposes for which it is processed; and

· be processed securely.



4. We are accountable for these principles and must be able to show that we are compliant.



The kind of information we hold about you  

5. In connection with your application for work with us, we will collect, store, and use the following categories of personal information about you.

a. The information you have provided to us in your curriculum vitae and covering letter.

b. Any information you have provided on our application form, including name, title, address, telephone number, personal email address, date of birth, gender, employment   history, qualifications

c. Any information you provide to us during an interview.



6. We may also collect, store and use the following “special categories” of more sensitive personal information: 

a. Information about your race or ethnicity, religious beliefs, sexual orientation and political opinions.

b. Information about your health, including any medical condition, health and sickness records.

c. Information about criminal convictions and offences.



How is your personal information collected?  



7. We may collect personal information about candidates from the following sources: - 

a. You, the candidate based on what you tell us.

b. a recruitment agency, from which we collect including name, title, address gender, employment   history, qualifications.

c. Disclosure and Barring Service in respect of criminal convictions.

d. References about you from third parties (names provided by you).

e. Professional registration portals i.e. GMC website (background check provider).



How we will use information about you  

8. We will use the personal information we collect about you to: - 

a. Assess your skills, qualifications, and suitability for the position

b. Carry out background and reference checks, where applicable

c. Communicate with you about the recruitment process

d. Keep records related to our hiring processes.

e. Comply with legal or regulatory requirements.



9. It is in our legitimate interests to decide whether to appoint you to the role since it would be beneficial to our business to appoint someone to that role. 



10. We also need to process your personal information to decide whether to enter into a contract with you.



11. Having received your CV and covering letter we may then take up references before confirming your appointment.



If you fail to provide personal information

12. If you fail to provide information when requested, which is necessary for us to consider your application (such as evidence of qualifications or work history), we will not be able to process your application successfully.



How we use particularly sensitive personal information  

13. We will use your particularly sensitive personal information in the following ways:

a. We will use information about your disability status to consider whether we need to provide appropriate adjustments during the recruitment process, for example whether adjustments need to be made during any test or interview.

b. We may use information about your race or national or ethnic origin, religious, philosophical or moral beliefs, or your sexual life or sexual orientation, to ensure meaningful equal opportunity monitoring and reporting.



Information about criminal convictions  

14. We may process information about criminal convictions. If so, we will collect information about your criminal convictions history if we would like to offer you the role (conditional on checks and any other conditions, such as references, being satisfactory). 

15. We may be required or entitled to carry out a criminal records check in order to satisfy ourselves that there is nothing in your criminal convictions history which makes you unsuitable for the role. In particular if the role is one which is listed on the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (SI 1975/1023)] and / or is also specified in the Police Act 1997 (Criminal Records) Regulations (SI 2002/233)] and is eligible for a standard or enhanced check from the Disclosure and Barring Service.



Automated decision-making  

16. You will not be subject to decisions that will have a significant impact on you based solely on automated decision-making.



Data sharing  

17. We will may share your personal information with the following third parties for the purposes of processing your application: Credit reference agencies, the Disclosure and Barring Service 



18. All our third-party service providers and other entities in the group are required to take appropriate security measures to protect your personal information in line with our policies. We do not allow our third-party service providers to use your personal data for their own purposes. We only permit them to process your personal data for specified purposes and in accordance with our instructions.



Data security  

19. We have put in place appropriate security measures to prevent your personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need-to-know. They will only process your personal information on our instructions and they are subject to a duty of confidentiality. 



20. We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable regulator of a suspected breach where we are legally required to do so.



Data retention  

21. We will retain your personal information for a period of 6 months after we have communicated to you our decision about whether to appoint you to position. We retain your personal information for that period so that we can show, in the event of a legal claim, that we have not discriminated against candidates on prohibited grounds and that we have conducted the recruitment exercise in a fair and transparent way. After this period, we will securely destroy your personal information in accordance with our data retention policy or applicable laws and regulations.



22. If we wish to retain your personal information on file, on the basis that a further opportunity may arise in future and we may wish to consider you for that, we will write to you separately, seeking your explicit consent to retain your personal information for a fixed period on that basis.



Rights of access, correction, erasure, and restriction  

23. Under certain circumstances, by law you have the right to: - 

• Request access to your personal information (commonly known as a “data subject access request”). This enables you to receive a copy of the personal information we hold about you and to check that we are lawfully processing it.

• Request correction of the personal information that we hold about you. This enables you to have any incomplete or inaccurate information we hold about you corrected.

• Request erasure of your personal information. This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to object to processing on this ground. You also have the right to object where we are processing your personal information for direct marketing purposes.

• Request the restriction of processing of your personal information. This enables you to ask us to suspend the processing of personal information about you, for example if you want us to establish its accuracy or the reason for processing it.

• Request the transfer of your personal information to another party.



24. If you want to review, verify, correct or request erasure of your personal information, object to the processing of your personal data, or request that we transfer a copy of your personal information to another party, please contact Practice Manager in writing.



Right to withdraw consent  

25. When you applied for this role, you provided consent to us processing your personal information for the purposes of the recruitment exercise. You have the right to withdraw your consent for processing for that purpose at any time. To withdraw your consent, please contact Practice Manager. Once we have received notification that you have withdrawn your consent, we will no longer process your application and, subject to our retention policy, we will dispose of your personal data securely.



Questions about this policy

26. If you have any questions about this privacy notice or how we handle your personal information, please contact Practice Manager. You have the right to make a complaint at any time to the Information Commissioner’s Office (ICO), the UK supervisory authority for data protection issues.
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