NORTH FULTON REGIONAL HOSPITAL
ASSIGNMENT SUMMARY
(Job Description)

RECEPTION VOLUNTEER 

JOB TITLE:

Reception Volunteer (R)

REPORTS TO:
Reception Chairperson
JOB SUMMARY:

The Volunteer serves the hospital and the community by providing patient information, assisting visitors with their needs, providing visitors with information and directions to the various departments and/or areas of the hospital. The reception volunteer also accepts floral deliveries and keeps the patient census up-to-date regarding hospital discharges and admits.
SPECIAL REQUIREMENTS: 
Ability to communicate courteously and effectively with patients, families, visitors and staff. Responsible & caring individual who can maintain confidentiality.
DUTIES:

1. Arrive on time and report to Reception Desk.

2. Answers phone professionally and courteously. 

3. Routes and transfers incoming calls to appropriate areas or personnel.
4. Receives and records floral deliveries.
5. Escorts or directs patients, family and visitors to appropriate areas.
6. Direct Admits – calls transport volunteer to escort patient directly to room.
7. Acts as hostess in providing general directions and information regarding hospital. 
8. Maintains confidentiality by writing room number on form provided. Never gives out additional information on patient.
9.
Ability to turn on/off computer and access patients admits/discharges.
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