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Job Description & Person Specification

	Position:
	Receptionist/Healthcare Assistant

	Division:
	Urgent Care Derbyshire

	Location:
	Bassetlaw Hospital
	Reporting to:
	Operations Managers




Purpose of the Role

The post holder will be part of a team based at Bassetlaw Hospital.  The post holder will provide reception, associated administrative services with some clinical aspects of patient care. The receptionist will be part of a multi-professional/skilled team including medical, nurse practitioner and support staff providing accessible services to the population across Bassetlaw and surrounding areas.

A commitment to a quality service and excellence in all that DHU undertakes are integral to the role and the development of the service.

The post holder will participate in promoting DHU Health Care CIC.

CARE values

· Compassionate – We show kindness, consideration and understanding in everything we do and demonstrate our caring nature to patients, people and communities.

· Accomplished – We are available day and night – a responsive, adaptable, professional NHS partner, providing the best advice, care and treatment for every individual.

· Respectful – We recognise the value that individual and team differences bring - welcoming views, listening, being honest and learning from others’ experiences.

· Encouraging – We believe everyone matters, so we inspire confidence in others - promoting ‘speaking up’, fostering career-long learning and development.
Key responsibilities

The specific job description will be developed according to service needs as the service develops and roles evolve, to meet the needs of the service.
Reception

· Welcome patients with appointments as they arrive at the Primary Care Centre following triage by the clinician.
· Inform medical professionals of any change in patient details or medical presentations. 
· Maintain a tidy workplace environment in the healthcare setting.
· To work in compliance with Infection Control, Health and Safety Procedures and Information governance.  To adhere Caldicott principles to ensure the maintenance of Data Security 

· Dealing with patient enquiries in an efficient and courteous manner

· To be vigilant in managing the security and confidentiality of the service
· Observing and applying DHU Care Values in all aspects of the role 
Clinical

· Carrying out patient observations working alongside trained clinical staff.

· Offering reassurance to vulnerable patients whilst in the centre.
· To have an awareness of health deterioration, early warning scores and to escalate as necessary.
· Assistance and application of dressings.
· Undertaking further training to extend skills eg. basic wound closure, recording ECGs as required.
General duties

· Assist in general administrative and clerical duties and maintain manual/computerised records as required.

· To comply with all Company policies, procedures, and practices and to be responsible for keeping up to date with any changes to these. 

· Provide assistance to new members of staff to ensure the maintenance of a high quality 

       service.

· Attend training and meetings as and when required to do so by Management.
· Maintain strict confidentiality in relation to all issues concerned within the service and adhere
      to the requirements of the Data Protection Act 1984, Information Governance and      
      Caldicott Principles.

· Provide cover for sickness, bank holidays and annual leave.
· Maintaining equipment – checking medical and I.T equipment  as necessary and reporting any faults in accordance with local agreements.

· Adhere to Health and Safety and Infection Control Policies and Procedures
· Communicate outstanding issues to your manager or shift replacement before going off duty.
·  Notify Line Manager/s or the Co-ordinator, of any circumstances which may affect the provision of a high-quality service.

· Report any complaints or incidents on the appropriate systems and provide further information, if required, in a timely manner.
Communications and Working Relationships

· Staff within DHU and related organisations

· Clinical and managerial staff within participating Primary Care Trusts

· Clinical and other appropriate staff in local primary and secondary care services

· Staff within local authority Social Services

· Out of Hours and other related services within the local health community
· Ambulance services

The job description may be subject to review over time in discussion with the post-holder.

This job description is not exhaustive, and it is expected that the post holder will be flexible in their approach, and undertake any reasonable duties, commensurate with the post, as requested by Management/Directors.

Person Specification

HCA / Receptionist – DHU Health Care C.I.C
	Academic Qualifications
	· 4 GCSEs Grades A-C or equivalent including English and Mathematics or relevant experience.
· Typing/Word Processing skills. RSA II qualification or appropriate keyboard skills (desirable)


	Experience
	· Previous experience of working with the public in a busy environment

· Communication with a variety of people and services
· Computer experience (e.g., Word/Excel and other packages) as well as email systems and other electronic media

· Previous healthcare experience preferred



	Practical and Intellectual 

Skills
	· Effective communication skills with a variety of media and all levels of staff with the company as well as external agencies

· Ability to use initiative
· Excellent and accurate record keeping

· Excellent telephone manner

· Good at problem solving

· Listening skills

· Effective time management – strong organisational skills

· Ability to maintain strict levels of confidentiality



	Circumstances – Personal
	· Commitment to role

· Able to work unsocial hours including nights, weekends and bank holidays
· Flexibility to meet service/rota needs

· Willingness to undergo training as required



	Disposition/Adjustment/

Attitude
	· Proven team player

· Sense of humour




Health & Safety

The post holder is required to take responsibility for their own personal safety and that of other persons who may be affected by his/her acts or omissions at work. The post holder is required to comply with DHU Health Care CIC’s Health & Safety Policy and Procedures.

Infection Prevention & Control

Infection Prevention & Control is pivotal in ensuring a safe & clean environment for both patients and staff. IP&C is everyone’s responsibility and strict adherence to the IP&C policy is expected of ALL employees of the organisation.

Safeguarding

DHU Health Care is committed to safeguarding and promoting the welfare of Adults, Children and Young People and expects all staff and volunteers to share this commitment.

Diversity

At DHU Healthcare, we take pride in reflecting the rich diversity of our communities and fostering an environment where every person is valued, respected, and empowered to bring their authentic selves to work, free from discrimination or bias. To read more about our Equity, Diversity, Inclusion & Belonging pledge and see the progress we have made, please click here, or alternatively, you can reach out to our ED&I team at EDandI@DHUHealthcare.nhs.uk
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