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Employee Name

Job Code

Reporting to

Supervising

Job Summary / Purpose:

Responsible for client registration on the computer,
invoicing, and collection of counter cash payments.

Accommodates and answers all patients’ queries
in a professional manner. ’

PRINCIPAL CONTACTS:

Daily contact with Doctors and Nurses in clinical
areas to give information or specific endorsement
regarding patients. In contact with co-staff within
the Department for work collaboration. In contact

regularly with social workers and Patient Relations

for troubleshooting related clients’ problems.
DUTIES AND RESPONSIBILITIES

> Greets patients and guests at the reception
counter and assists them according to their

needs i.e. refer to service as requested.

> Register in the computer and open files for
new patients on the basis of information
provided in the Patient Information form.

Liaises with

Location

N

Receptionist

Job Grade
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Human Resource &
Personnel
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