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HAMMERSMITH FIELDS ~ TROWBRIDGE ~ WILTS BA14 8LW
TEL:  Surgery 01225 435757 –trowbridge.hc@nhs.net

Person Specification – Medical Secretary
	
	Essential
	Desirable

	Experience
	At least 12 months Secretarial experience preferably in a medical environment, although training will be provided for the medical aspects. 
Knowledge of medical terminology and medical read coding.
Excellent user of Microsoft Office and general IT skills.
Communicating with service users in a tactful and sensitive manner.
Demonstrate an understanding of customer/patient care/ability to work with sensitive and confidential information.
Demonstrate key functions of a secretarial role.

	Experience of communicating with patients in a health care environment.

Experience of the Electronic Referral software

Knowledge of GDPR and the Access to Medical Records Act.

Previous experience of working in a pressured environment.

Previous experience of working within a GP practice.

Experience of audio typing



	Personal Qualities
	Demonstrates sound judgement to resolve enquiries.
Able to plan own workload and manage competing priorities.
Ability to work as part of a team.
Self-motivated and able to work on own initiative with minimum direct supervision.
Committed to the principal and application of equal opportunities.
Positive approach to new ideas
Flexibility & adaptability
Commitment to self-development.
	Interested in/aptitude for learning new skills and taking on new challenges.

	Qualifications
	Minimum GCSE in English (C grade or above)

	NVQ Level 3 in administration or RSA3 (proficient and accurate audio typing skills) or equivalent
Medical Secretarial qualification.




Disclosure and Barring Service Check
This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service (formerly known as CRB) to check for any previous criminal convictions.
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