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Job Title:


Telephonist

Responsible To:

Operations Manager

General Description of Duties:

· The role of the Telephonist is to efficiently and accurately take details from patients requesting medical attention. Keyboard skills essential full training will be given

Telephone Duties:

· To answer the telephone with the North Staffs Urgent Cares charter standards.

· To answer all calls in the manner specified by the North Staffs Urgent Care charter.

· To enter onto computer all details accurately.

· To prioritise calls making the senior operator aware, immediately, of any urgent calls.

Base Consultation Duties:

· To provide administrative support, when necessary, for the surgeries held at the base and any additional premises owned or used by the North Staffs Urgent Care as satellite centres. 

Other Duties:

To perform any other duties requested by the operations manager.

PROVIDERS OF OUT OF HOURS CLINICAL 

SERVICES
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