Claypath and University Medical Group

Medicals Administrative Assistant
Person Specification

	
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	· Good standard of education

	

	Experience and Knowledge
	· Previous administrative experience

· Ability to organise, prioritise workload
· Awareness of  GDPR regulations

· Awareness of Caldicott principles 
	· Previous NHS experience

· Knowledge of office systems/processes


	Skills and Abilities
	· Excellent communication skills

· Excellent IT and organisational skills
· Ability to work accurately 
· Ability to work as part of a team

· Flexible approach

· Ability to work under pressure
	· Understanding of medical terminology

	Personal Aptitudes
	· Attention to detail

· Awareness of importance of customer care

· Confidentiality, tact and diplomacy

· Willing to undertake any necessary training
	


