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Job description for volunteers working in reception areas (Main Concourse & OPD).

TITLE:


Volunteer

SPECIALTY:
Non clinical Reception Area

HOURS OF WORK:
ACCOUNTABLE TO:
Volunteer Services Officer
RESPONSIBLE TO:
OPD Manager / Manager Customer Care
Defining the volunteer project: The volunteer service is intended to enhance the service offered by the receptionists, with the aim of promoting high quality care. Therefore, aiming to strive to assist the patients and visitors, to whom the service is offered.
Responsibilities : 
· Greeting and directing clients to the respective departments.

· Assisting the receptionists who are allocated to the Main Concourse of MDH and also the reception area at OPD in MDH

· Answering telephone calls

· Using one module (patient location) of our IT patient administration system

· Inserting appointment letters into envelopes

· Assisting clients to certain areas of the hospital, this may include that the volunteers physically accompany the clients to certain sections of the hospital.
In the case of those volunteers who are assigned to the cancellation project, there responsibilities include:
· Calling by phone patients to remind them of their upcoming outpatient appointment. This will be done following a stipulated saying

· Logging of such calls

· Reporting of any cancellations to the MDH reception staff

· Sending cancellation letters

Prerequisites :
· Caring and positive attitude
· Be able to work in a team and be receptive to hospital staff

· Good communication skills

· Good telephone skills

· Good listening skills

· Smart  and well groomed appearance

· Good command of English and Maltese

· Be of 17 years of age or over

· Be able to walk certain distances
