
CASTLEHEAD MEDICAL CENTRE

medical receptionist administrator 

Person specification
	MEDICAL RECEPTIONIST ADMINISTRATOR PERSON SPECIFICATION

	
	Essential
	Desirable

	Academic/

Vocational Qualifications
	GCSE level 4 or above in English and Maths required as minimum level of education standard 
A demonstrable commitment to personal development 


	NVQ’ s

Customer service 

Microsoft Office Suites

	Experience
	Experience of dealing with the public/patients

Experience of working within a team

Working office based knowledge of 

Microsoft Office Suites
	Knowledge of EMIS Web clinical system

Prior experience of working in NHS environment



	Knowledge/
Skills
	Numeracy skills

Computer skills 
Communication 
	

	Qualities/
Attributes
	Understanding and acceptance of adherence to strict confidentiality
Able to work under pressure in an ever changing environment

Ability to use own judgement, resourcefulness and work wthout direct supervision

Team player


	

	Other 
	Pleasant and articulate
Reliable
Flexibility of working hours

Available to cover for sickness/holiday
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