
 

   

  

Job Description 
 

 

Post: Receptionist, Out of Hours and Urgent Treatment Centre 

Accountable To: Operations Manager 

Reports To: Reception Supervisor 

Hours of Work Various including Daytime, evenings, weekends and bank holidays 

 
 

Job Summary 
 
As the Receptionist you are responsible for the opening, set up and smooth running of 
your base.  You will be expected to aim to ensure all patients are seen on time, escalate 
any concerns or patient delay and manage patients in a polite and friendly manner. You 
are required to work as a team with the clinicians to assist as necessary with IT, 
chaperoning or general support.  Any patient delays, late arrivals or incidents need to be 
reported to the shift managers. 
 

 

Key Responsibilities 
 

1. Ensure your base is open then subsequently securely closed at the end of every 
shift, following the relevant process. Please ensure the base is maintained to a high 
standard and is clean and presentable at all times.  

2. As part of your opening and close down procedure please ensure that all relevant 
posters are displayed, equipment set up and checks undertaken. 

3. As a Receptionist if you are multi skilled, you could be trained as a Despatcher, 
Driver or Navigator the expectation is for all staff to be flexible and move as required 
to meet the Service needs.   

4. Ensure you print the staff rota, check and mark off the clinicians you have on site, 
this document can be used to account for staff in the event of a fire. 

5. Ensure the signing in book is displayed and any visitors have signed in and have a 
visitor’s badge. 

6. Open and complete the Receptionist log, ensure you accurately account for any IT 
issues on your shift and completion of relevant checks.  Ensure all tasks are ticked 
and completed for the specific day. 

7. Ensure you have read and understand “how to set up the printers”, this is your 
responsibility and must action if the clinicians are unable to print. 

8. Have a clear understanding of the confidential nature of our work. 

9. The ability to handle difficult situations in a calm, effective and professional manner 

10. Work closely with the clinical teams to ensure base is running on time, escalate any 
late arrivals or shift issues to the Shift Manager.  
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11. Ensure any equipment used is cleaned and documented prior to putting away.  All 
shift logs record this process, we also need to ensure all bases conform to infection 
prevention control measures please ensure you manage or report any concerns. 

12. Have a good understanding of the escalation policy and ensure all escalation calls to 
the Shift Manager follow the “Opel framework”. 

13. Provide clinical staff with the relevant equipment, medication and prescriptions 
ensuring we have logged out and back in appropriately following the process. 

14. To have read and fully understand the Business Continuity Process and how to 
implement following the relevant process. 

15. Maintain accurate record keeping regarding distribution of prescriptions and drugs 
adhering to the relevant Meds Management policies. 

16. OOH – Able to manage a walk patient following the local base guidance. 

17. UTC staff only - Understanding of the DVT, UTC and Walk In pathways. 

18. Ensuring every patient is offered a survey to complete. 

19. To accurately enter patients symptoms onto clinical system. 

20. To Chaperone as required to support both the clinician and the patient. 

21. Ensure all DNA patients are contacted following the local process. 

22. If working a different shift, ensure you follow the shift log to double check all tasks 
for that day have been completed.   

23. Ensure you fully understand how to access local policies. 

24. All staff must be able to report an incident both internally and 111, complete a 
compliant and compliment for our Service. 

25. Attend a minimum of 80% of monthly operational staff meetings. 

26. Ensure all online training is maintained at 100%  and reviewed regularly. 

27. Ensure all files on site are up to date, all paperwork filed away and confidential 
waste destroyed. 

28. All Receptionist need to be smartly dressed and wear their name badge at all times. 

29. Ensure staff are promoting FedBucks values of team work, taking ownership, being 
empowered to make decisions. We need to promote a positive working environment 
and support learning. 

30. All staff must ensure they are aware of the relevant key leads, Clinical Director, IPC, 
Safeguarding Lead, and Caldecott Guardian.  

31. Adhere to the sickness and annual leave policy for reporting sickness and requesting 
annual leave. 

Chaperone 
All Receptionists are expected to chaperone as required, they must ensure they have 
completed the training module and follow the appropriate guidance.  
 
Hours of Work 

Hours of work are negotiable to meet the service level requirements. You will be 
expected to work Out of Hours including weekends and Bank Holiday. There may be 
restrictions on leave in certain busy periods. You will need to be flexible and expected to 



 

  

meet the Service demands, if necessary move into another trained role. If your 
contracted shift falls on a bank holiday you are expected to work, all other staff will be 
expected to work at least 3 bank holidays per year. 

 
Confidentiality 
All information obtained in the course of the potholder’s duties should be treated as 
strictly confidential.  Any breach of confidence or disclosure of such information, without 
express permission, may lead to disciplinary action. The post holder has a responsibility 
to comply with the Data Protection Act 1998 and Code of Practice on Confidentiality. 
 

General 
The duties of this post are a guide to the range of responsibilities that may be required.  
These may change from time to time to meet the needs of the service and/or the 
development needs of the potholder. 

 
This job description will be revised regularly to take account of changes within the 
organisational structure. 
 
Health and Safety at Work 
The post holder is required to take responsible care for the health and safety of 
him/herself and other persons who may be affected by his/her acts or omissions at work. 
The post holder is also required to co-operate with FedBucks to ensure that statutory 
and departmental safety regulations are adhered to. 
 
All duties must be carried out in accordance with FedBucks policies and procedures and 
with regard to Data Protection Act 1998. 
 
Equal Opportunities 
FedBucks  is an equal opportunities employer and you will be expected to comply with 
all relevant policies and procedures in this area together with all other policies and 
procedures as initiated by FedBucks. 
 
Smoking 
FedBucks is a non-smoking organisation and you are therefore required not to smoke in 
any of the buildings where FedBucks business is carried out. 
 
Travel to other sites 
You may be required to travel to other FedBucks locations. 
 
Complaints 
From time to time, complaints may occur, no matter how professional the approach of 
our staff.  All complaints are investigated promptly, and the full co-operation of staff is 
required. The current guidelines amplify the above points with policies and procedures 
explained. 
 
Other duties 
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The post holder will be required to undertake any other administration duties according 
to the needs of the service. This may include working from different locations or carrying 
out tasks not normally assigned to them. This job description is not intended to be an 
exhaustive list of activities, but rather an outline of the main areas of responsibility.  Any 
reasonable changes will be discussed and agreed with the post holder before any 
variations to the job description are made. 
 


