
 
 
 

JOB DESCRIPTION 
 
JOB TITLE:   Door Person   
RESPONSIBLE TO:  Patient Liaison Manager   
KEY RELATIONSHIPS: Front of house, Nursing staff, Ward Clerks, Portering staff, Admissions team,   
 

 
Job Summary 
 
The aim of this role is to provide a presence at the Hospital’s main entrance to welcome and assist 
patients and relatives promptly, efficiently, courteously and professionally.  
A warm, authentic and professional greeting will enhance the patient experience in line with our 
commitment to the highest standards of personalised patient care. 
Being the first point of contact with patients it is essential to create an unforgettable first impression 
and project a favourable image of the Hospital at all times  
 
 
Key Duties & Responsibilities 

 To ensure that all patients and guests are welcomed to the hospital in a friendly and 
professional manner so to achieve a high level of customer satisfaction through personalised 
service 

 To occupy the main entrance to welcome and bid farewell to patients and guests 
 To ensure that the free flow of traffic at the front of the hospital and reception is maintained 

and no additional vehicles are left unattended 
 Open car doors for arriving and departing patients and guests and escort them to the Main 

reception 
 Maintains an up to date knowledge of all Front Office equipment and how to use them 
 To ensure that the correct items of patients luggage are delivered and collected without 

delay and all enquiries are answered promptly and accurately. To help patients and relatives 
that may be frail or disabled to access the hospital easily 

 Assist guests/visitors in and out of vehicles,  
 To hail taxis as required for patients and relatives. 
 Ability to focus attention on patient’s needs, remaining calm and courteous at all times 
 Being alert and keeping the entrance safe by maintaining an  awareness of undesirable 

persons on property premises 
 Maintaining the cleanliness of the hospital entrance.  
 To perform any other ad hoc duties required by this role. 

Knowledge / Skills / Qualifications: 
 

 Demonstrated excellent communication and customer care skills 

 Immaculate personal presentation, big smile and warm personality  



 Compassionate and kind, able to go the extra mile for patients that may feel anxious and 
apprehensive about a hospital visit. 

 Highly responsible and reliable 

 Strong interpersonal and problem solving abilities  

 Determination to achieve results with self-motivation but also work cohesively within a team 

 Ability to work well under pressure  

 To have an excellent knowledge of the Hospital and surrounding area 

 High standards with an expectation to exceed customers’ expectations 
 
 
Physical aspects of Position 
 

 Constant standing, bending  and walking throughout shift  

 Frequent lifting and carrying up to 20lbs  
 

 


