Receptionist Job Description
As integral members of our health care team, all receptionists are expected to perform their duties in a courteous, professional manner. At all times our staff is to employ professional judgment, discretion and adhere RDS Diagnostics Ltd. Code of Conduct in order to protect the rights and privacy of each patient.

Daily Responsibilities:
-
greet patient – promptly and in a professional manner

-
obtain the physician requisition and confirm it’s complete

· obtain necessary patient information, ensuring patient confidentiality

· prepare documentation

-
enter patient registration

-
maintain accurate log book

-
pull any previous reports for technologist

-
if required, show patient to change area, provide gown with changing instructions

-
inform technologist when patient is ready

-
answer telephone in a courteous and timely manner

· book appointments, providing appropriate time for exam scheduled

· call and confirm patient appointment for next business day

-
provide patient with necessary instructions required for procedure when booking appointment

-
walk-in and emergency patients will be accommodated, inform them of waiting time

-
file all charts

-
distribute (where able) and/or mail reports to referring physicians

-
prepare courier bag/box

-
ensure fax machine has ample paper supply and spare cartridges

-
keep waiting room and office area neat and clean at all times

-
make sure bathroom is tidy and properly stocked

-
understand and utilize all office systems and procedures

· must read protocol manual at least once a year and use as reference source

· must read WHMIS training manual package annually

Related Duties:
-
responsible for petty cash

-
ensure proper supply of postage (meter or stamps)

-
prepare monthly office supply order form (i.e. Staples/Business Depot)

-
distribute patient and physician survey forms as per protocol

· when necessary, archive files in accordance with Ministry of Health protocols; store in properly marked containers; and forward to designated storage site

-
inform immediate supervisor of any untoward incidents that require a report to head office

-
be aware of any changes in RDS Diagnostics Ltd. protocol

-
distribute and/or post any information memos

-
be of assistance to co-workers whenever possible

