Claypath and University Medical Group

Medical Receptionist
Person Specification

	
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	· Good standard of general education
	

	Experience and Knowledge
	· Previous experience of reception and general clerical duties


	· Previous NHS, administrative and clerical experience

	Skills and Abilities
	· Good organisational and communication skills

· Excellent customer care skills

· Previous keyboard skills

· Ability to work as part of a team

· Must be able to work under pressure

· Flexible approach
	· Understanding of medical terminology

	Personal Aptitudes
	· Pleasant and courteous

· A team worker

· Professional manner and appearance

· Confidentiality
	


