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	QUALIFICATION AND EXPERIENCE

· Experience in the role of receptionist

APTITUDE

You will:

· Have good organisational skills and the ability to work as part of a team.

· Have the ability to work using own initiative and or with minimal supervision.

· Be meticulous and accurate in transcribing / relaying information from request to issue of prescription, or equivalent.

· Understand, accept, and adhere to the need for strict confidentiality.

· Have good keyboard skills.  A basic knowledge of computer literacy is desirable.

· Have excellent communication skills particularly with practice staff, patients, and other external providers & organisations.

· Have a high level of enthusiasm and a willingness to demonstrate flexibility with regard to duties and availability.
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