Park Practice
Person Specification
	JOB TITLE:
	Receptionist/TELEPHONIST

	RECRUITING MANAGER:
	Practice Manager/GP Partners


	QUALIFICATIONS
	Essential
	Desirable

	· Good standard of general education
	(
	

	· GCSE Mathematics
	(
	

	· GCSE English
	(
	


	EXPERIENCE
	Essential
	Desirable

	· Practical experience of working with others
	(
	

	· Experience of using own initiative
	(
	

	· Experience of working as a Receptionist/Telephonist
	(
	

	· Experience of working within a General Practice
	
	(

	· Practical experience of liaising with other Healthcare Professionals, Primary Care Trusts, Patents, Solicitors and other External Organisations
	
	(

	· Practical experience of computerised recording systems
	(
	


	SKILLS
	Essential
	Desirable

	· Excellent communication skills (written and oral)
	(
	

	· IT skills
	(
	

	· Time management and the ability to work to deadlines
	(
	

	· Negotiation and conflict management
	(
	

	· Problem solving skills
	(
	

	· Interpersonal skills
	(
	


	BEHAVIOURS
	Essential
	Desirable

	· Planning and organising
	(
	

	· Performing under pressure
	(
	

	· Adaptability
	(
	

	· Taking the initiative 
	(
	

	· Team working
	(
	

	· Self motivated
	(
	

	· Flexibility
	(
	


	KNOWLEDGE
	Essential
	Desirable

	· A detailed understanding of a General Practice office environment
	
	(

	· Working knowledge of medical terminology
	
	(

	· An understanding of the GMS/PMS contract competency framework
	
	(

	· An understanding of the Practice clinical system
	
	(


