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Position Description  
Medical Receptionist  
 

Vision    Better futures for WA women  
 

Purpose  To provide excellent connected health and support services to women 
across their life cycles  

 

About us  Luma is a not -for- profit organisation dedicated to enhancing the health and 
wellbeing of Western Australian women since 1977. From our humble 
beginnings as a small medical and counselling clinic for women in the 70s, 

we have evolved into a comprehensive, i ntegrated, go -to- place for women 
of all ages, stages, cultures, and identities.  

 

Located throughout the Perth metropolitan area, Luma offers an extensive 
range of medical, nursing care, allied health, mental health & counselling, 
Family & Domestic Violence (FDV) advocacy, health promotion and 
education.  
 

Luma welcomes women from all walks of life and prioritises those who are at 
higher risk of ill health including women who have a disability, carers, 
women from CaLD  backgrounds, Aboriginal women, Family & Domestic 
Violence victim - survivors, and those who are socially and economically 
disadvantaged  
 

Values:   Respect   Integrity   Diversity & Inclusion   Innovation    
 

Position Details  

Position title   Medical Receptionist  

Classification   2022 Enterprise Agreement, Support Services  Level 2  

Base Location  Northbridge & Joondalup   

Status    Full time  or Part time  role available  

Service Area   Health Services & Business Development  

Reports to   Practice Manager  

Managed Staff  Nil 

Position Purpose  The Medical Receptionist plays a vital role in supporting the delivery of high -
quality healthcare services by providing administrative and clerical 
assistance to a multidisciplinary team, including Nurses, General 
Practitioners, Allied Health professionals , and the Practice Manager . This 
position is responsible for managing a broad range of tasks in a responsive  
and efficient manner, ensuring smooth day -to- day operations and a positive 
experience for patients and staff.  
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Key responsibility for the role  
• Demonstrate warmth and empathy with clients on the phone by providing the first point of 

contact for requests for service.  

• Arrange clinical appointment for clients using electronic appointment/scheduling software  and 

diary management for the team of Nurses, General  Practitioners  and Allied Health professionals .  

• Ensure that appointments are scheduled according to Luma triage guidelines and  as requested 

by clinicians.  

• Ensure that recall and follow up appointments are scheduled within nominated timeframes.  

• Maintain confidentiality by securing all health-related information from unauthorised access.  

• Word processing and document preparation for clinic  staff, including Excel.  

• Manage purchasing and administers payment of accounts and invoices for the clinic . 

• Liaise with  the Practice Manager  on day -to-day matters regarding medical records, related 

systems,  and operation of reception in the c linic. 

• Implement and develop medical record procedures as required in consultation with the Practice 

Manager , Medical Director , and  General Manager . 

• Ensure quality control of medical records and related systems.  

• Complete timely billing, Medicare batching and invoicing to clients and other parties.  

• Additional duties as assigned by the Practice Manager.   

Leadership/Communication  

• Support the philosophy of Luma. 

• Adhere to the policies and procedures of Luma. 

• Maintain consumer -related documentation and data collection in keeping with  

professional and organisational standards and service requirements.  

• Participate in the relevant multidisciplinary team meetings as  required.  

• Participate in development opportunities including attending sector networking, further  

training and professional development events when required.  

• Work collaboratively within the Clinic  and with Luma multidisciplinary staff, service  

Coordinators, and Management.  

• Work collaboratively with reception and intake staff in all locations to ensure consistency of 

service.  

Operational Management  
• Ensure timely and accurate collection and reporting of appropriate data to meet relevant 

internal and external reporting requirements and to ensure compliance with privacy legislation.  

• Coordinate appointments and other data entry functions through relevant electronic facility as 

required.  

Safety & Quality Improvement  
• Remain up -to-date of industry trends and best practice.  

• Document quality assurance activities with internal reporting and audits.  

• Identify training needs.  

• Actively participate in training and upskilling.  

Organisational Responsibility  
• Communicate and act in ways that are consistent with the organisation’s purpose and values.  

• Support and promote the work of the organisation, maintaining a positive image of the 

organisation in accordance with the level of the position.  
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• Comply with the organisation’s policies, code of conduct, procedures and practices, external 

funding body requirements and legislation.  

• Apply and uphold the principles of a respectful, inclusive,  and diverse workplace, free from 

discrimination, harassment , or bullying.  

• Adhere to organisational Health, Safety and Environment requirement.  
 

Key Performance Indicators  
• Respond to all reception enquiries within a 48 -hour period.  

• Uphold the Luma values when providing customer service with positive feedback received on 

customer satisfaction surveys.  

• Manage the waitlist for services, maintaining an average wait time of 4 weeks or less.  

• Maintain accurate practice  management system data input.  

• Respond to requests from clinical team to send medical information, complete recalls or input 

clinical data into practice management system within 24 hours.  

• Minimise billing disputes from clients by providing up to date information upon booking with 

regards to appointment attendance and fees expected.  

The KPIs are read in conjunction with this Position Description and are reviewed annually with the 

reporting manager.  
 

Selection Criteria  
• Superior skills for showing warmth, empathy , and care with clients experiencing complex health 

and/or mental health needs.  

• Proven experience in providing high -quality clerical and administrative support within a healthcare 

or similar fast -paced environment.  

• Ability to work effectively as part of a multidisciplinary team, supporting Nurses, General 

Practitioners, Allied Health professionals, and management.  

• Strong time management and organisational abilities, with a demonstrated capacity to manage 

multiple tasks and priorities efficiently.  

• Flexibility to adapt to changing priorities and a proactive approach to problem -solving and 

continuous improvement.  

• Experience with Best Practice is essential  

• National Police Clearance.  
 
Our organisation is committed to protecting children and young people from harm. We require all applicants to undergo an 

extensive screening process prior to appointment.   

 

Our values drive our culture and performance through a strong focus on upholding the organisation's vision and purpose. We 

celebrate and respect people’s differences and commit to providing an inclusive work environment.  Applicants of Aboriginal and 

Torres Strait Islander, CALD communities, disabilities, LGBTQIA+ backgrounds are encouraged to apply.  
 

Acceptance  
I have read and understand the content of this Position Description.  
 

  
Employee Signature:                                                         Date:  

 
 
Reporting Supervisor Signature:                                  Date:  


