
Job Description 

 

Job Title:  Receptionist / Administrator 

Hours:  As required (Zero-Hours) but generally Tuesday 10:00-16:30 or 19:30, Thurs 09:00-

18:00, although there may be flexibility in days required 

Rate of pay:  Real Living Wage to begin 

Location: Wilmslow Physiotherapy Practice, 20A Grove Street, Wilmslow SK9 1EB 

Accountable To:  Partners Howard Turner & Joanne Worthington 

 

 

The Company 

 

Wilmslow Physiotherapy was established in 1991 and has grown considerably to enjoy an excellent 

reputation in the area. The clinic is owned and operated by Howard Turner MCSP and Joanne Worthington 

MCSP. 

 

Primarily we are a Musculoskeletal Physiotherapy Practice, but we also provide Counselling and 

Hypnotherapy, Sports Massage, Holistic Therapies, Women’s Health Physiotherapy and Acupuncture. 

 

The practice ethos is to provide clinical excellence in a relaxed, welcoming and comfortable environment. 

As the first point of contact to customers, clients, other professionals and the general public, reception and 

administrative staff have a vital role in maintaining and promoting the image of the practice, as well as 

ensuring the efficient delivery of clinical services. 

 

 

Job Purpose 

 

Responsible for the organisation and effective operation of the Reception and office for clients, patients, staff 

and visitors. To deal with enquiries courteously and efficiently, whether by phone, mail, email or in person, 

and to ensure that a positive image of the practice is promoted.  

 

To work flexibly as directed by the Partners. To undertake reception, secretarial / administrative, data input, 

simple financial and book-keeping tasks and other office duties in an efficient, effective and courteous 

manner, and to ensure that all information on patients is accurately typed well presented, and stored safely 

in accordance with GDPR. 

 

Communications and Working Relationships: 

 

To work within a multi-professional team.   

Telephone and face-to-face contact with staff, clients and members of the public. 

Liaise with other Reception / Administrative staff 

 

Key Responsibilities: 

 

1. Organise and carry out the day-to-day duties in reception of greeting patients, clients and visitors to 

the practice, making them feel welcome and comfortable and providing information and 

refreshments where appropriate.  

 

2. Provide administrative and secretarial support to the partners, clinical and consultant staff as 

required, and in the provision of a professional and comprehensive service to clients, patients and 

customers. To include photocopying, typing, faxing, email, packaging and postal tasks to ensure the 

smooth running of the practice.  

 

3. Communicate effectively with staff, clients, patients and customers through face-to-face, telephone, 

mail and email, filtering and disseminating information whilst maintaining confidentiality at all times. 



Communicate effectively with clients, patients, customers and the general public in answering 

queries and providing information, ensuring a positive image of the Practice is promoted. 

 

4. Process and store client, patient and customer records, correspondence and other clinical and 

administrative documents related to the work of the Practice. Ensure that patient, client and 

customer files and the Company’s database systems are kept up to date and that all systems are 

efficiently and securely maintained. 

 

5. Manage and maintain the diary systems; booking in and arranging follow up appointments as 

appropriate, maintaining accurate records. 

 

6. Process sales and payments and maintaining accurate database and spreadsheet records of those 

transactions. 

 

7. Maintaining a professional, clean, tidy and efficient working environment in the reception / waiting 

room area, the office and store room and assisting in maintaining a professional, clean, tidy and 

efficient working environment in the clinical rooms. 

 

8. Attending clinic staff meetings as required and participating in personal development and training 

programmes as directed. 

 

9. Liaise with the Partners as required for the efficient running of the Practice and the Company. 

 

10. Facilitate development of existing procedures to maintain and improve office practices and 

procedures. 

 

11. Undertake other ad hoc duties commensurate with the post/admin, as delegated by the Partners. 

 

12. Adhere to the Clinic’s policies and procedures and ensure that work in the administration area is 

carried out according to health and safety standard practice and in accordance with the GDPR. 

 

Job Requirements 

 

Essential: 

 

A good working knowledge of Microsoft Office, Internet Explorer or other web utility. 

 

A good standard of written and oral English Language combined with a professional presentation/ manner 

and a courteous telephone manner.  

  

Ability to prioritise own workload and balance conflicting demands 

 

Ability to maintain accurate records 

 

Ability to communicate effectively with individuals at all levels both within and outside the organisation 

 

Ability to recognise and maintain confidentiality when dealing with sensitive information 

 

 

 

 

 

 

 

 



 

 

Other Considerations 

 

General 

This post is under continual development and the post holder will be encouraged to develop skills and 

capabilities. Accordingly, the range of duties and responsibilities outlined above may change from time to 

time to reflect the changing needs of the Practice. 

 

Performance Review 

Overall performance will be formally assessed and reviewed regularly, with additional informal assessment 

taking place as necessary.  

 

Offence 

All employees are expected to ensure that the working environment is free of sexual, racial and personal 

harassment and intimidation which may be personally offensive. 

 

Health & Safety 

All employees are subject to the Health and Safety at Work Act. The post holder is required to pro-actively 

comply with their duties under Health and Safety policy. 

 

Confidentiality 

All employees are required to work in a confidential manner in all aspects of their work 

 

This job description is not to be regarded as exclusive or exhaustive. It is intended as an 

outline indication of the areas of activity and will be amended in the light of the changing 

needs of the organisation. 


