JOB VACANCY/HIRING: MEDICAL RECEPTIONIST AND ADMINISTRATIVE SUPERVISOR

A reputable Medical Facility—mainly working in Obstetrics and Gynecology is looking for a Medical Receptionist and
Administrative Supervisor. The Medical Center is a boutique licensed and certified healthcare service provider located at
Lumley, Freetown Western Urban Area.

They offer provide health care services such as:

e Inpatient care e Cervical Cancer screening

e Qutpatient care services

e Histopathology services e Obstetrics/ Gynaecology services
e Ultrasound services e Yearly wellness checks

e Clinical laboratory services e Dispensary Services

e Surgical services e Adolescent health

e Family planning e Home care

TERMS OF REFERENCE FOR HIRE

We are looking to hire a Medical Receptionist/Administrative Supervisor (joint role) with excellent organizational and
administrative skills. Medical receptionists are expected to be compassionate and discrete with superb time management
and record-keeping skills.

To ensure success, the candidate should be a confident and professional administrator with fantastic communication and
interpersonal skills--that will contribute to the efficient day-to-day administration of the healthcare facility. Top candidates
will work comfortably under pressure while multi-tasking in a fast-paced environment and can effectively react to patient
emergencies and needs.

Medical Receptionist and Administrative Supervisor Responsibilities:

e Greet and attend to patients in person and over the phone.

e Issue receipts and perform basic bookkeeping duties (Experience in bookkeeping an advantage)

e Support the Chief Medical Officer and Finance and Admin Contractors--in preparing payroll and regulatory tasks
e Professionally assist doctors, staff, visitors, and patients.

e Maintain business inventory such as checking supplies, scheduling equipment, and maintenance repairs.
e Answer all phone calls in a professional and courteous manner.

e Perform all duties within Govt. regulations.

e Maintain confidentiality of all doctor, staff, and patient information.

e Schedule appointments between doctors and patients.

e Liaise between medical departments with discretion and professionalism

e Adhere to policy and procedures during all activates.

e Assist with admissions/treatment as per agreed protocols.

e Ensure that stock levels are adequate, and orders are made timeously.

e Communicate medical results to patients under clinical supervision.

e Complete accurate documentation of patient visits.

Medical Receptionist and Administrative Supervisor Requirements:




e Diploma in related field (essential); Bachelor’s degree (advantageous).

e Administration certification or 3 years of experience (essential).

e Experience at a healthcare facility in a medical receptionist or administrative role (essential).
e  Working knowledge of basic medical terminology, MS WORD and MS EXCEL (highly advantageous).
¢ Innovative thinker with strong conceptual and problem-solving skills.

e Strong writing skills to prepare reports

e Meticulous attention to detail with the ability to multi-task.

e Strong organizational, administrative, and planning skills.

e Ability to work under pressure and react effectively to emergency situations.

e Ability to use discretion while working with sensitive information.

e Excellent documentation, communication, and IT skills.

e Passionate about healthcare excellence.

APPLICATION SUBMISSION CHECKLIST (Please submit the below items to job@jobsearchsl.com with 'Medical
Receptionist and Administrative Supervisor’ as the subject)

M Letter of Motivation
M cv
I Copies of diplomas, degrees, and/or certificates
I At least three references
At least one should be from a medical facility or medical doctor

DEADLINE FOR APPLICATIONS IS 31** MARCH 2022.

SHORTLISTED CANDIDATES WILL BE INVITED FOR A VERBAL OR WRITTEN
ASSESSMENT. WOMEN ARE STRONGLY ENCOURAGED TO APPLY!
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