COPPULL MEDICAL PRACTICE

Medical Receptionist Personal Specification Form


	ATTRIBUTES


	ESSENTIAL
	DESIRABLE 

	Experience as a medical receptionist in GP surgery
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	Experience in similar role
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	Computer / keyboard skills

	[image: image3.png]




	

	Customer facing experience
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	Flexible hours to cover all the surgery opening hours 
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	Friendly manner and team player
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	Telephone skills
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	Professional attitude
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	Excellent communication skills including ability to listen
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	Motivated
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	Willing to learn
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	Use own initiative / judgement recognising own limitations and training needs
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	ATTRIBUTES


	ESSENTIAL
	DESIRABLE 

	Experience performing general admin tasks accurately  
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	Ability to liaise with health professionals and outside agencies
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	Can work in a logical, methodical and accurate manner
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	Ability to multitask and work in a busy, diverse environment

	[image: image16.png]



	

	Ability to adapt to change and take on new challenges
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	Ability to be observant, monitor and assess a situation i.e waiting room, appointment delays, poorly patient
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	Demonstrate ability to respond to emergency situations 
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	Able to work within policies and procedures
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	Ability to remain calm under pressure
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	Deal with confrontation effectively and professionally
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	Have a basic understanding of data protection and GDPR regulations
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	A basic understanding of health and safety and infection control 
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