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t's my job

T Work in paies. Discuss L he question

What are the maln esponsibilities of a hospital
1eceptionist?

3 Read about Cormen ani answer the questions

1 What qualities does Carmen need in her job?
3 How do medical statf cnisse Carmen problems?

3 What does she know about medicine?

Carmen Doman

F'ma hospital receptiontst 1f pou need to find
somebody, or 1f you need to know anything about the
hospital - ask me. 1 you want new paper towels, of yoi
need tospeak Lo a surgeon - askme

Joften meet people when they are (nghtened, angry, ot
drunk so it important to be diplomatic and strong |

often need Lo reasewne people. so i important to be
calm

My normal work is 20 greet and assist patients when
they arrive, maks apporntments for pationts, recond
patienty’ information, and organize and (e patient

records 1also keep the accotmts. You noed to be very
organized Lo do this foh

Of course, 1 have toaperate a computer,a tax machine,
and other office equipment, bue {120 have to know
firstadd, and undeestand medical terminology and
ablrewiations My tnggest problems ate with the
handwriting of medical staff 1y
wastesulot of time when | don't
understand reports and forms
because of handwriting or
abbreviations

believe that without ine
nd the other 1ece prionsts
he whole hospital would
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HOSpital adom sitns 12
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® descrling the hospital admbsion procedine
© describing what happenad

@ Vst Simple v Pact Continuons

# filingin a patient record cord

& Wrlting A summary ol apativnt

Vocabulary
Patient record
1 Which Serith up patient s recorded on this [tem?

PATIENT RECURD

1 Find words and abbreviations in the patient record

with these meanings

1 job occupation

2 badreactions, for example lo ' 7
certain medications '7 e,

1 family doctor
4 closest relntive

S theamount of somethingyoueat,
drink_ete regularly ;
date of birth, L .¢
male/ female e

past linesses and injuries i
mamed/ single / divorced / widowed L' oy

not applicable (= nota question !
for this patient) LY

1N ineach (day, week etc) MO0
12 number
















