
Keele Practice  
Job Description 

Apprentice Receptionist 
 

Job title  Apprentice Receptionist 
 
 
Accountable to Practice Manager 
 
The purpose of the Receptionist is to ensure that matters concerning the non-
medical care of patients, either on the premises or via the telephone are dealt 
with. 
  
 
Main Responsibilities: 
 
Reception 
Reception Duties 

 Greeting and directing patients and other visitors. 

 Making appointments and giving out appointment cards. 

 Accepting, letters completed forms specimen bottles etc. 

 Dealing with and recording accurately requests for visits, handling 
general enquiries and explaining surgery procedures.  

 Registering new patients, temporary residents, emergency patients and 
those requiring immediate treatment 

 Printing information for patients from their medical records 
 

 
Telephone duties 

 Making appointments. 

 Dealing with requests for visits and recording them accurately in visit 
book 

 Dealing with requests for repeat prescriptions. 

 Dealing with queries from patients and other agencies. 

 Telephoning patients, hospitals, clinics, etc. for test results and to make 
appointments. 

 Ordering ambulances, both routine and emergency. 

 Taking messages, recording details accurately on the telephone record 
pad and ensuring they get passed on to the appropriate person. 

 
 
Information Technology 

 Enter patient data onto computer 

 Backing up the computer 

 Scanning information into patients records from letters etc 

 Liaising with EMIS/HIS when problems arise with the computer 
 

 



 
General Duties 

 Opening mail (including courier and Health Authority) if necessary. 

 Dealing with problems and queries from doctors, other staff, attached 
staff and other areas and record accurately if necessary. 

 Ensuring records are accurately assembled in advance for each 
consulting session. 

 Filing of medical records, letters and test results.  Improving medical 
records, renewing envelopes where necessary and ensure all 
necessary information is recorded correctly on the outer cover. 

 Maintain stocks of NHS stationery.  

 Receive payment for private medical services from patients, issue 
receipt and record details for practice manager. 

 Cover holiday and sickness duties where necessary. 

 Ensure total confidentially in that no information about patients, either 
medical or personal, is disclosed to persons other than those employed 
by or attached to the practice for whom such information is relevant. 

 Act as chaperone as and when necessary. 

 Attend essential training sessions, appraisals and practice meetings. 

 Recording and checking answering machine where necessary. 

 Opening premises in the morning or securing them at night. 

 Checking heating of surgery in the morning. 

 Ensure waiting areas are neat and tidy. 

 Other such duties as agreed with the doctor or practice manager. 

 Typing referral letters or private letters 
 
 
This is only a guide and may vary if the need arises. 
 


