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BANBRIDGE
GROUP SURGERY






MEDICAL RECEPTIONIST
Full Time/Permanent Position – PT hours considered
Waiting List will be compiled for 1 year 
We are looking for a friendly, organised and professional individual to join our busy medical practice as a Medical Receptionist. You will be the first point of contact for our patients, providing a high standard of customer service both face-to-face and over the phone. 

Key Responsibilities 

· Greeting Patients in a professional and welcoming manner

· Answering telephone calls, booking and managing appointments

· Navigating patients to the appropriate Health Care professional 

· Maintaining accurate records and updating patient information

· Supporting the wider clinical and administrative team

About You:
· Excellent Communication and interpersonal skills

· Strong organisational skills and attention to detail

· Confident using IT systems (training will be provided)

· Ability to remain calm and professional under pressure

· Previous experience in a receptionist, customer service or healthcare role is essential 
Hours of employment

37 Hours per week 
Monday: 8.00am – 17.30pm

Tuesday: 8.00am – 17.30pm

Wednesday: 8.00am – 17.30pm

Thursday: 8.00am – 12.00pm

Friday: 8.00am – 17.30pm 
Staff are entitled to an unpaid lunch break of 1 hour 15 mins

Staff will be required to work to 1pm/6pm on a rota basis to cover reception opening hours 
No evenings or weekends
Annual leave

20 days (Pro Rata) increasing for long service up to a maximum of 30 days per annum.
11 days Statutory holidays (allocated on a pro rata basis)
Salary 
 £24146.20 per annum (£12.55p/h) 
+ Excellent HSC Pension Scheme

If you are motivated, compassionate and enjoy working with people, we would love to hear from you. 

How to Apply

Please complete an application form, available on our website at www.banbridgegroupsurgery.co.uk or collect an application pack from reception. 

Closing date for applications is Friday 19th September at 5.30pm

