Person Specification


Non-Clinical Care Coordinator


	Essential 
	Desirable

	Knowledge and experience

· Experience of dealing with the public, in person, on the phone and via written correspondence

	

· Experience of working in Primary Care or a patient facing role.




	Skills and Abilities

· Ability to work as part of a team.
· Ability to communicate effectively whilst being sensitive to patient needs.
· Ability to work under pressure.
· Computer literate with good knowledge of Microsoft packages.
· Ability to follow set processes and procedures.
· Ability to use own initiative when required.
· Ability to multi-task.

	

· Knowledge of IT systems used in Primary Care.


	Aptitudes

· Self-motivated
· Willingness to learn new systems and processes.
· Reliable and consistent.
· Adaptable

	

	Qualifications

· Educated to GCSE grade C (4) or above in English Language

	



