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• Increase your employability in the health administration field  
• Explore the Healthcare and Medicare systems in Australia  
• Develop the skills to communicate effectively with patients and healthcare staff 
• Learn how to set up new patient records, make and manage patient appointments and bill patients 
• Explore medical software 
• Plan your career and equip yourself with the skills and confidence to gain employment in the 

 largest employer and fastest growing industry in Australia 
 

 

COURSE CONTENT 
MEDICAL RECEPTION MODULE 
 
This clustered module is the most important of any medical 
reception course in preparing you for the workplace and has 
been designed to cover the critical components of becoming 
a proficient administrator in the health sector. These 
subjects explain the Healthcare and Medicare systems in 
Australia and explore patient triaging, communicating with 
patients, telephone techniques, customer services and much 
more. 
Unit(s): 
The Medical Reception module consisting of: 
 BSBMED302 Prepare and process medical accounts 

This subject looks at medical billing and receipting. You 
will explore Bulk Billing and private accounts; develop an 
understanding of Veteran's Affairs, gap payments and 
doctor's fees. Also includes WorkCover and CTP motor 
vehicle accident claims. 
 BSBMED303 Maintain patient records 

You will gain an understanding of the medical 
receptionist's role when using a patient record keeping 
system; including how to create new patient records, the 
different appointment types, making and managing 
patient appointments. 
 BSBMED305 Apply the principles of confidentiality, 

privacy and security within the medical environment 
The security of personal information is of the utmost 
importance within the health industry. This subject gives 
consideration to privacy legislation and accepted codes 
of conduct when collecting, using and disclosing personal 
information. 
 INTRODUCTION TO MEDICAL SOFTWARE 

This course includes access to and use of the specialised 
medical software package Clinic to Cloud as well as 
tutorials in PracSoft and Best Practice, Australian market 
leaders in the clinical and practice management software 
industry. These programs assist medical practices in 
managing their appointments, billing, reporting, 
Medicare claims and much more.  
 CAREERS Workshop  

Enhance your career opportunities by completing the 
complimentary Online Career Workshop. Focusing on 
your career plan from start to finish.  
* Includes resume templates 

MEDICAL TERMINOLOGY MODULE 
 
Medical terminology is the language healthcare 
professionals use to describe symptoms and medical 
procedures. Understanding this language is not just 
limited to doctors and nurses. As a Healthcare worker 
you are dealing with patient records and communicating 
with other healthcare staff daily, so being familiar with 
certain medical terms and procedures will make your job 
easier.  
 

Increase your confidence and gain an understanding of: 
 prefixes, suffixes and root words commonly used in the 

medical industry. 
 Common medical abbreviation meanings and when they 

are used. 
 Learn strategies to confidently dissect and pronounce 

difficult medical words. 
 The human body systems including conditions and 

diseases relating to each body system 
 Unit(s):  

 BSBMED301 Interpret and apply medical terminology 
appropriately AND WELLBEING 

 
      WHEN CAN I START? 
We don’t have intake dates so you can enrol whenever you 
are ready. 
 
       HOW LONG WILL IT TAKE TO COMPLETE THE 
COURSE? 
Students are given up to eight (8) weeks part time or four 
(4) weeks full time to complete their course.  However, as 
this is self-paced study students can complete much 
sooner 
 
       RECOGNITION OF PRIOR LEARNING (RPL) 
RPL and Credit Transfer can be applied for at the time of 
enrolment or during the course. Please refer to our 
student handbook for further information. 
 
        HOW IS THE COURSE ASSESSED? 
Units studied in this qualification will be assessed by:  

• Short answer Questions 
• Scenarios for you to read and respond to 
• Role play activities (video evidence required) 
• Workplace and simulated tasks

MEDICAL RECEPTION AND TERMINOLOGY short course 

TOTAL OF 2 
MODULES 

8 WEEKS (PT) 
4 WEEKS (FT) 

FULL ONLINE 
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A FLEXIBLE WORK ENVIRONMENT 
There are many financially rewarding, flexible and secure career opportunities in the 
health sector.  Doctors, hospitals and other health practitioners need trained 
administration staff and receptionists. 
 
WHAT EQUIPMENT DO I NEED TO JOIN ONLINE? 
This is a distance-based online course.  Our fully accredited course material is accessible 
anywhere and anytime. Students can participate in the online course using a Desktop 
Computer or Laptop; some course work may be completed via mobile devices. You will 
also need an internet connection to connect in, an up-to-date browser e.g. Internet 
Explorer 8+, Chrome or Firefox.  
 
STUDENT SUPPORT 
At Medical Administration Training, we understand that returning to study or learning 
online for the first time can be a little daunting.  From the moment you enrol you will have 
our support. Our student administration support team will assist you through the 
enrolment process, provide you with access to our Learning Management System (LMS) 
and help you with all your general enquiries.  
Students have access to the student support team via email, phone or by messaging their 
trainer in the LMS. 
 
ENTRY REQUIREMENTS 
Computer Skills - The course is an online course so you need to have basic computer skills. 
English Reading and Writing - As a guide you should have an equivalent of Australia’s Year 
10 school certificate, or have proven workplace written communication skills. 
Numeracy Skills - Numeracy skills are only required to a basic level e.g. calculations with 
calculators.

 
CAN I CONTINUE MY EDUCATION WITH MEDICAL ADMINISTRATION TRAINING?  
Absolutely! MAT offers fully accredited training in Certificate III up to Diploma level qualifications in 
Health Administration.  We also offer a number of industry specific short courses.  All our successful 
students are offered further discounts on our courses (not applicable for funded courses).  Credit 
transfers (if applicable) are also applied, meaning you do not pay for or study any units you completed 
with MAT twice.   
After successfully completing this course, students may consider further study in the below areas: 
• BSB31020 Certificate III in Business (Medical Administration) 
• HLT37315 Certificate III in Health Administration 
• HLT47315 Certificate IV in Health Administration  
• HLT57715 Diploma of Practice Management 
 
Funding is available to eligible South Australian and Queensland residents to complete a certificate 
qualification. Prices start from $75.  Please view our funding page for more information. 
 
WHY MEDICAL ADMINISTRATION TRAINING?  
Medical Administration Training Pty Ltd (MAT) is a specialist provider of administration 
courses to the health industry.  We have been delivering these courses Australia wide 
since 2004.  Our goals are reflected in our mission statement: “We aim to provide the best 
quality training combined with outstanding student support”.   There are many benefits to 
studying with MAT: 
• You can enrol any time  
• Excellent advice and support – All our tutors are qualified trainers and have industry 

experience 
• Part-time or full-time study options are available 
• You can study at the time and place that works for you 
• We are a privately owned Australian based Registered Training Organisation (RTO).  
 
Our courses are nationally recognised.   As a student of MAT you’ll be a valued member of 
an organisation that really cares about your success. You’ll get ongoing advice and 
learning support from your own dedicated mentor, and you’ll learn from highly skilled, 
experienced trainers who are 100% committed to your success. 

COURSE COSTS 
TOTAL COURSE COSTS: $560* 

You can pay this up-front or pay the fee 
in instalments.  If you opt to pay via 
instalments, you will pay $150 when you 
enrol followed by 8 weekly payments of 
$55. Payment plan information can be 
found here. *Note: Total course cost using 
the payment plan method is $590.   

WHAT IS INCLUDED IN 
MY TRAINING? 
 

 All learning support material is 
included with no textbooks or other 
resources required for purchase 

 Anytime, anywhere user-friendly 
eLearn access 

 Use of Clinic to Cloud practice 
Software  

 Access to a Careers Workshop focusing 
on your career plan from start to finish 

 Tutorials in Best Practice and Pracsoft 

MORE INFORMATION       
FREE CALL: 1300 887 082   

info@medtrain.com.au   

www.medtrain.com.au 

 
     HOW DO I ENROL?   
You can enrol anytime by going 
to www.medtrain.com.au or by 
clicking on the apply now button 
below: 
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