Medical Receptionist / Administrator 

Job Description
An exciting opportunity has arisen to join our Extended Access Reception / Admin team.
About the Service
TyneHealth's Extended Access Service provides patients registered with North Tyneside GP practices primary care appointments across multiple hub locations during evenings and weekends. Running since 2017, patients can book appointments to see GPs, Nurse Practitioners, Practice Nurses and Health Care Assistants via their GP practice or our appointment line.
About the Role
The applicant must be available to work weekday evenings 15:30-20:00 and Saturday mornings 08:30-13:00 / afternoons 12:30-17:00.
Duties and Responsibilities
· Offer general assistance to the Clinical Team and project a positive and friendly image to patients and other visitors, either in person or via the telephone
· Manage the clinical appointment system; booking and cancelling appointments, and recording patient attendance.
· Communicate with patients either by phone or SMS message, particularly regarding patient experience surveys.
· Communicate with GP practices via email and within the clinical systems regarding their patients' attendance within the service.
· Undertake a variety of administrative duties to assist in the smooth running of the Service including the provision of clerical support to clinical staff and other members of the Extended Access team
The post-holder must have:
· A knowledge and understanding of the importance of confidentiality
· Experience working with Microsoft Office Software
· Strong IT skills with ability to work across multiple systems
Desirable:
· Previous experience working on Clinical Systems, such as SystmOne and EMIS
· Previous reception/administration experience
About TyneHealth
TyneHealth was founded in 2006 and became the North Tyneside GP Federation in 2014, representing all of the practices in North Tyneside.
Together with our GP members, we deliver improved health care in the community to over 215,000 residents, by bringing care closer to patients’ homes.
We work in partnership with commissioners, local hospitals, the third sector and our patients to provide community based, medically-led services.
For more information on our organisation and the services we offer, please visit www.tynehealth.org.uk
Job Types: Part-time, Fixed term contract
Contract length: 12 months
Part-time hours: 13.5 per week
Salary: £10.51 per hour
Benefits:
· Employee discount
· On-site parking
· Wellness programmes
Schedule:
· Weekend availability
Experience:
· Reception/Admin: 1 year (preferred)
Application deadline: 31/07/2022

