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PURPOSE:

To ensure fast, efficient and accurate transfer of communication to all clients,
personnel and consultants and to make sure that pre-recorded messages are played on
time.

SCOPE:
Applies to all PABX Operator, Admitting and Information Section Staff of Dr.
Pablo O. Torre Memorial Hospital

GENERAL GUIDELINES:

1 Only Authorized Personnel shall be allowed access inside the PABX Room.

2. The PABX shall be operated by both the PABX Operator & Information Staff-on-
Duty from 6:00 AM to 10:00 PM.

3. Incoming calls after 10:00 PM shall be coursed through the Information Section.

4. All pre-recorded messages shall be played timely and with clarity.
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PROCEDURE:

1. The Automated Attendant accommodates the first five (5) incoming calls and the
overflow is answered by the PABX Operator on-Duty.

2. The PABX Operator on-Duty receives incoming calls for the Hospital, Medical Arts
Building, Riverside College, Inc., Riverside Bacolod Cancer Care Center and
Wound Care Center.

3. The PABX Operator connects all calls of clients to offices, clinics and patients’
rooms.

4. If the caller has further inquiries, the PABX Operator connects the calls to the
Information Staff-on-Duty.

5. At the end of the 10:00 PM shift, the PABX Operator forwards all calls to the
Information Staff-on-Duty by pressing the “CALL FORWARD” and dialing 5896
or *01.

6. Pre-recorded messages shall be played daily:
6.1 Daily Clean up — every two (2) hours starting 8a.m. to 6p.m.
6.2 Handwashing — every three (3) hours from 6a.m. to 6p.m.

6.3 Morning and Evening Prayers — 8a.m. and 8p.m.
6.4 Three O'clock Prayer and The Angelus —3p.m. and 6p.m.
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1. Accommodates the first five (5) incoming calls
and the overflow is answered by the PABX Attendant
Operator on-Duty.

2. Receives incoming calls for the Hospital, Medical
Arts Building, Riverside College, Inc.,, Riverside
Bacolod Cancer Care Center and Wound Care
Center.

3. Connects all calls of clients to offices, clinics and
patients’ rooms. PABX Operator on-Duty

4. Connects the calls to the Information Staff-on-Duty
if the caller has further inquiries.

5. Forwards all calls to the Information Staff-on-Duty
by pressing the “CALL FORWARD” and dialing
5896 or *01.
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calls and the overflow is answered by the
PABX Operator on-Duty

Receives incoming calls for the Hospital,
Medical Arts Building, Riverside College,
Inc, Riverside Bacolod Cancer Care
Center and Wound Care Center

Connects all calls of clients to offices,
clinics and patients’ rooms

Connects the calls to the Information
Staff-on-Duty if the caller has further
inquiries

Forwards all calls to the Information Staff-
on-Duty by pressing the “CALL
FORWARD” and dialing 5896 or *01
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