MEDICAL RECEPTIONIST 
	
	Essential
	Desirable
	How identified

	EDUCATION AND QUALIFICATIONS
	· English GCSE ‘C’ Grade or above, or equivalent

· Maths GCSE “C” Grade or above, or equivalent
	· GCSE ‘C’ Grade in either Business studies, Media Studies or Computer Science 
	Application form.

	SKILLS
	· Excellent telephone manner, clear and helpful approach.

· Good understanding of English.

· Attention to detail.

· Ability to work as part of a busy team.

· Flexible/adaptable approach to work (needs to cover for holiday, sickness and times of heavy workloads).

· Good understanding of confidentiality.

· High quality keyboard skills.
	· Previous use of computers in a business setting.

· Good organisational skills.
	Application form and interview.

	EXPERIENCE
	· Minimum of 18 months clerical/administration experience.

· Previous experience of dealing with public by telephone and face to face.
	· Experience of GP or healthcare.


	Application form.

	KNOWLEDGE
	· Knowledge of Microsoft Office
	· Knowledge of EMIS system

	Application form and interview.
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