	Job Details



	Job Title:
	Receptionist 

	
	

	Place of work 
	North Road Medical Practice

	
	

	Duration: 
	Permanent

	
	

	Salary Details:
	£12995pa, £6.66 per hour (Band 2 point 1). 

	
	

	Hours of work:
	This is a permanent position of 20 hours over 5 days per week. The hours of work will be Mon – Thur (08:00 – 12:00) and Fri (13:30 – 17:30) 

	
	

	Holiday entitlement
	25 days per year

	
	

	Application process
	Complete Practice application form with a handwritten covering letter

	
	

	Closing date
	16th March 2012

	
	

	Available from:
	This post is available from 2nd April 2012

	
	

	Interview availability
	Available for interview 26th  – 28th  March 2012

	
	

	Responsible to:
	Officer manager & Practice manager 

	
	

	Person Specification 


	The candidate is required to be flexible in terms of additional work, and may be required to cover the reception at the branch surgery in Llanishen.  

The following personal specifications are essential

· Experience of dealing with people

· Flexible, positive approach with the ability to work as part of a team

· Excellent communication skills with the ability to deal with people in a sensitive and confidential manner.

· Good level of accurate literacy and numeracy skills

· Sound ability in the use of computer systems with good keyboard skills

· Creative nature and a willingness to solve problems.

The following personal specifications are desirable

· Car owner

· Experience of working with medical computer systems
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