TROWBRIDGE HEALTH CENTRE
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Medical Secretary

30 hours per week 
(days to be discussed but must include a Wednesday and Friday)
Start date to be negotiated
£13.54 per hour 

Job Summary
We currently have an exciting opportunity within the practice for a Medical Secretary.  This role will support the smooth running of our practice by ensuring referrals are handled with care, accuracy and efficiency while liaising with all internal teams and different external agencies.

Main Duties of the Job
This role will include checking and processing incoming letters, checking e-RS (referral) worklist, typing letters and referrals and updating patient records. Dealing with incoming and outgoing telephone calls to facilitate timely and appropriate communications with others, taking messages and dealing with queries.

Organisation Overview
Trowbridge Health Centre has approximately 100 staff and is a happy place to work. There is a strong team spirit throughout the organisation.  We work together to produce the most efficient processes possible, and every individual is encouraged to be the best that they can.

For further details – please contact Corinne Lappin – c.lappin1@nhs.net 

To apply please email your CV and covering letter detailing your relevant skills and experience to Corinne Lappin – c.lappin1@nhs.net


Closing Date:  9am on Friday 18th July
Interview Date: 25th July am – please note this will be our only interview date.

We reserve the right to close this vacancy early if we receive sufficient applications for the role. Therefore, if you are interested, please submit your application as early as possible
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