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Patient Services Coordinator 
Person Specification
	Qualities & Abilities
	Essential
	Desirable



	Education
	Good general education; GCSEs or equivalent
	NVQ level 2 or equivalent

	
	
	

	Experience
	Dealing with the general public

Working as part of a team.

Ability to understand value of different individuals.

Dealing with difficult situations.

Reception & admin systems.
	Training in dealing with difficult people & customer care. 

Customer care experience. 

Health care environment  experience.

Teambuilding.

	
	
	

	Skills
	Excellent communication skills (written and oral)

Strong IT skills (generic)

Clear, polite telephone manner

Effective time management (planning and organising)

Ability to work as a team member and autonomously

Good interpersonal skills

Problem solving and analytical skills

Ability to follow policy and procedure


	Teams

Competent in the use of Office and Outlook

	
	
	

	Personal qualities
	Polite and confident

Flexible and cooperative

Motivated

Initiative and judgement (knowing when to ask for help)

High levels of integrity and loyalty

Sensitive and empathetic in distressing situations

Ability to work under pressure


	Bi-lingual.

Forward thinker



	
	
	

	Other
	Maintain confidentiality at all times

Well-groomed appearance.

Ability to work flexibly.

An approach which goes 'one-step-further'.

A cheerful, positive and enthusiastic disposition.

Good sense of humour.

Willingness to undertake personal development.

Able to follow instruction from peers.
	


