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Medical Centres



Woodlawn & Oaklane Medical Centres
Main Surgery: 19 Powdermill Lane, Whitton, London, TW2 6EE, Tel: 0208 894 4242  
Branch Surgery: 6 Oak lane, Twickenham, TW1 3PA,                      Tel: 0208 744 0094
Email: swlicb.woodlawnandoaklane@nhs.net              




Job Title: GP Surgery Receptionist

Location: Woodlawn and Oak Lane Medical Centres

Reports To: Practice Manager / Assistant Practice Manager

Job Summary:
The GP Surgery Receptionist serves as the first point of contact for patients visiting or calling the practice. This role involves managing appointments, patient records, and administrative tasks while providing excellent customer service to patients and supporting clinical staff to ensure the smooth running of the practice.

Key Responsibilities:
· Greet patients warmly and professionally, either in person or via telephone.

· Manage appointment bookings and cancellations efficiently using the practice’s scheduling system.

· Handle patient enquiries, providing accurate information or directing queries to appropriate staff.

· Maintain and update patient records in compliance with confidentiality and data protection policies.

· Process patient registrations, transfers, and paperwork accurately.

· Support clinical staff by preparing consultation rooms and managing patient flow.

· Handle incoming and outgoing mail, emails, and other communications.

· Manage prescription requests and coordinate with pharmacies as required.

· Ensure the waiting area and reception desk are tidy and welcoming.

· Assist with administrative tasks such as billing, coding, and filing as needed.

· Comply with all practice policies, including safeguarding, health and safety, and infection control.

Skills and Qualifications:
· Previous experience in a receptionist or administrative role, preferably in a healthcare setting.

· Excellent communication and interpersonal skills.

· Strong organizational skills and attention to detail.

· Ability to handle confidential information with discretion.

· Proficient in using computer systems and software, including appointment booking systems and electronic health records.

· Friendly and professional demeanor with a patient-centered approach.

· Ability to multitask and work well under pressure.

Desirable:
· Knowledge of NHS systems and protocols..

Working Hours:  Between 20 and 37.5 Hours Per Week. TBC
Part time/Full Time
Salary: TBA



