SHORT COURSE

Medical Reception &
Terminology

Start your healthcare career with confidence

About the course

Looking to step into a rewarding career in healthcare? Our Medical Reception &
Terminology short course provides the essential foundation to begin a role in medical
reception or healthcare administration. You'll develop the core skills needed to carry
out reception and administrative tasks, while building a pathway to further study and
career progression.

Delivered 100% online, this course offers flexible study at your own pace, with
hands-on experience using Clinic to Cloud practice management software in a
simulated environment. You'll be prepared to work in GP clinics, specialist practices,
and a wide range of healthcare settings.

You'll learn how to:

e Communicate with patients in a professional, welcoming manner

e Build a strong foundation in medical terminology for healthcare
administration

e Use practice software to support daily clinic operations

e Handle appointment scheduling, billing, and patient records

Why choose MAT

Study with Medical Administration Training (MAT) and gain the confidence, skills, and
support to succeed in healthcare administration.

Vv Over 20 years’ experience in healthcare administration training

v 100% Australian-based student support staff and trainers

v Nationally accredited training

v Industry-relevant resources, including hands-on practice with Clinic to Cloud software
v Flexible online delivery with ongoing student support
v Clear pathways into higher healthcare qualifications and career progression ’ y

24/7 ACCESS - STUD
ANYWHERE, START ANYTIME

—
—
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BTIONALLY RECOGNISED
TRAINING

MAT is a Registered Training Organisation (RTO Code 31078), regulated by the
Australian Skills Quality Authority (ASQA).
You can verify our registration and view our scope at training.gov.au. Click here


https://training.gov.au/organisation/details/31078/summary
http://www.medtrain.com.au

What You'll Learn

This course is built around two key areas of medical administration: COUI‘SC StFUCture

This nationally recognised short course is
designed for efficient, practical learning. You'll

This module introduces the language of healthcare, focusing on the terms you need complete four units of competency, delivered in
to know in an administration role. two streamlined online modules:

Key topics include: Module Units of Competency |

Module 1: BSBMED301 Interpret and

Module 1: Medical Terminology

«  Components of medical words: prefixes, suffixes, and root words Medical apply medical terminology

«  Common medical abbreviations, acronyms, and symbols Terminology | appropriately

¢ Overview of body systems Module 2: | BSBMED302 Prepare and

o Clinical and diagnostic terminology Medical process medical accounts

o Key terms used in general practice, specialist clinics, and hospitals Reception | BSBMED303 Maintain patient
o Strategies for building and maintaining your medical terminology knowledge (Whatisa | records

Cluster?) BSBMED305 Apply the
principles of confidentiality,
privacy and security within the
medical environment

Note: This course does not require mandatory
work placement.

Module 2: Medical Reception

This module focuses on the practical responsibilities of a medical receptionist and
equips you with the skills to carry out day-to-day administrative tasks in a healthcare
setting.

Key topics include: Course SnapShOt

Overview of the Australian healthcare system, including Medicare .

Referrals and patient pathways Course Details

Greeting patients and managing reception duties F_eature vy T TR
Using practice software for appointments and patient records I\D/Iil('j\;ery 100% online, self-paced

Processing Medicare claims, private billing, bulk billing, and accounts , S
Understanding privacy, confidentiality, and compliance obligations Duration Part Time 6-8 weeks

Delivering patient-focused and professional service Full Time 2-4 weeks (finish
earlier if you wish)

Introduction to Medical Software

Certificate of Completion
(issued on successful

leti
provided) plus tutorials in PracSoft and Best Practice. These programs support ‘ Cost gg?(? il

practices in managing appointments, billing, reporting, and Medicare claims.

Get hands-on with leading medical software, including Clinic to Cloud (with access

Payment Upfront payment — pay in full

Certification | Statement of Attainment and

Options by credit card or direct deposit
Careers Workshop (Complimentary) Ezidebit payment plan -
spread the cost over
Boost your career prospects with our online workshop, which includes resume scheduled instalments
templates and step-by-step guidance to help you plan your pathway into the health [Find out more here]
sector. Refunds & | A 5-day cooling-off period
Cooling-Off | applies from the date your
. . . Period application is submitted.
Admission Requirements Cooling-off and refund
conditions are outlined in our
To enrol in thi : il need to: Fees, Refunds and
O enrotin this course, you will need to: Cancellation Policy [click here
, , Centrelink This course is approved for
e Be atleast 16 years of age (students under 18 require parent/guardian Approved Centrelink assistance
consent). N _ (depending on your personal
e Hold a Unique Student Identifier (USI) — Find out how to get a USI circumstances). Visit the
e Have suitable English language, literacy, and numeracy (LLN) skills - Read Services Australia website for
more here info. Centrelink Approval
e Have the digital skills and digital literacy to study online. Number is 4P689.

e Access the required equipment, including a computer with internet
connection, supported web browser, a microphone, webcam, and speakers
or a device you can record on.



https://medtrain.com.au/getting-started/what-is-a-cluster/
https://medtrain.com.au/payment-plans/
https://medtrain.com.au/wp-content/uploads/MAT001-Fees-Refunds-and-cancellations-Policy-and-Procedure-VC5.pdf
https://www.servicesaustralia.gov.au/payments-you-can-get-for-higher-education?context=60078
https://medtrain.com.au/getting-started/unique-student-identifier-usi/
https://medtrain.com.au/getting-started/language-literacy-numeracy-lln-requirement/
https://medtrain.com.au/getting-started/language-literacy-numeracy-lln-requirement/
https://medtrain.com.au/getting-started/digital-skills/
https://medtrain.com.au/getting-started/digital-literacy/
https://medtrain.com.au/getting-started/recommended-web-browser/

Assessment Methods

How You’ll Be Assessed: Assessment activities are designed to reflect

real tasks performed in healthcare administration roles. All assessments Pathways after
are completed and submitted online through our Learning Management l . .

System (LMS). completion:

e Written Questions: Short answers, multiple-choice questions and
workplace scenarios to check your understanding of each topic.

e Document and Task Submissions: Complete and upload example
workplace documents such as forms, patient letters and simple billing tasks.

o Recorded Communication Activities: Record short audio responses in
the Learning Management System (LMS) to demonstrate how you would
communicate in workplace situations.

Completing this course is a valuable first step
towards your career in healthcare. It can help
you to:

Step into entry-level roles such as medical
receptionist or administration assistant in

¢ Recognition of Prior Learning (RPL) - if you already have extensive, healthcare settings including general practice,

current workplace experience, you may apply for RPL. This involves a specialist clinics and hospitals.

separate application process, and additional fees apply. Find out more

Continue your studies with a Certificate Il in

H ow to Apply Health Administration or Certificate Ill in
Before You Apply Business (Medical Administration). If you
Before submitting your application, please review the Student Handbook, which choose to study further with us, you'll also
contains important information about your course, fees, refunds, support services benefit from credit transfers and course fee
and student responsibilities. discounts.

Application Steps

Step 1 Complete the Online Application

Click Apply Now and complete the online form (this usually takes about 10
minutes).

You will be asked for your USI, personal details, and a few short questions

about your background and access to a computer or device for online Have
learning. .
Questions?
Step 2 Choose Your Registration Type
At the end of the application, you can choose one of the following payment You can reach us via:
options: Email: info@medtrain.com.au
o Pay in full - by Visa or Mastercard at checkout, or by bank transfer after Q Phone: 1300 887 082
submitting your application. & Website: www.medtrain.com.au
o Payment plan - request to pay your course fees in weekly or fortnightly
instalments. To book an obligation-free call, click the
(A $50 payment is required at the time of application.) [Learn more] button below.
e Third-party payment — nominate an approved organisation (such as an
employer or job network provider) to pay your course fees on your BOOk 3 Ca”
behalf.
Step 3 Application Review and Course Access Re d dy tO
We review all applications to ensure the course is suitable for you.
If your application is approved and payment has been finalised, you will Ap p1y7
receive your acceptance email, orientation information and login details
within 1-2 business days, so you can begin your course. Take the first step toward your
If your application is not approved, we will contact you to discuss alternative healthcare career today. Applications
options or arrange a refund of any applicable application fees in line with our are quick, simple, and you can start
refund policy. learning within days. Click ‘APPLY

NOW’ below to apply now and secure
your place.

Support Every Step of the Way

From the moment you enrol, you'll have access to a dedicated support
team ready to help you stay on track throughout your course. Our friendly,
Australian-based student support staff are available via phone, email, or
messaging through the online learning system. Whether you need help
understanding an assessment, navigating the learning portal, or planning

your study schedule, we're just a message away. For more information on MEDICAL
other support services and how to contact us, click here. ADMINISTRATION
TRAINING

/N \


https://medtrain.com.au/recognition-of-competencies/#recognition-of-prior-learning
https://medtrain.com.au/wp-content/uploads/MAT-Student-Handbook.pdf
https://medtrain.com.au/payment-plans/
https://medtrain.com.au/learner-support/
https://medtrain.com.au/courses/certificate-iii-in-health-administration/
https://medtrain.com.au/courses/certificate-iii-in-health-administration/
https://medtrain.com.au/courses/bsb30120-certificate-iii-medical-administration/
https://medtrain.com.au/courses/bsb30120-certificate-iii-medical-administration/
http://www.medtrain.com.au/
http://www.medtrain.com.au/
https://medtrain.zohobookings.com/#/info
https://medtrain.zohobookings.com/#/info
https://medtrain.com.au/courses/medical-reception-and-terminology/
https://medtrain.com.au/courses/medical-reception-and-terminology/
https://medtrain.com.au/courses/medical-reception-and-terminology/
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