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Hart Health Partnership is a large Practice in Fleet, Hampshire, serving a list of 28000 patients. We have a diverse multi-disciplinary team with 22 GPs, 11 Nurses, 4 paramedics, 1 ANP as well as other allied colleagues such as First Contact Physiotherapists, Pharmacy colleagues, Mental Health Support Worker and a large care navigation and admin team.

ROLE AND RESPONSIBILITES

The following are the core responsibilities of the Administrative Assistant/Medical Secretary. There may be, on occasion, a requirement to carry out other tasks.

· Maintain and monitor the practice appointment system
· Process personal, telephone and e-requests for appointments
· Answer incoming phone calls, transferring calls or dealing with the callers’ request appropriately
· Process Healthier Together e-requests as they come in
· Signpost patients to the correct service
· Initiating contact with and responding to, requests from patients, team members and external agencies
· Clinically code data on Emis
· Data entry of new and temporary registrations and relevant patient information as required
· Input data into patients’ healthcare records as necessary
· Direct requests for information, i.e., SAR, insurance/solicitors’ letters and DVLA forms to the administrative team
· Manage all queries as necessary in an efficient manner
· Carry out system searches as requested
· Maintain a clean, tidy, effective working area at all times
· Monitor and maintain the reception area and notice boards
· Support all clinical staff with general tasks as requested
· Action incoming emails and correspondence as necessary
· As required support Prescription clerks in the management of repeat prescriptions, ensuring they are processed accurately and efficiently
· Produce, maintain and participate in the receptionist rota for lunch and out of hours cover

We are looking for 20 -25 hours per week.

Application deadline: 31/03/2026

Apply via Indeed or email chloe.cobern@nhs.net
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