NORTH CARDIFF MEDICAL CENTRE

Part-time (25-30 hours) Administrative Assistant 
North Cardiff Medical Centre is a 7 partner teaching practice with almost 16,000 patients. The Practice team is focused on providing high quality primary care services. www.northcardiffmedicalcentre.co.uk

We are seeking an enthusiastic, highly motivated, flexible and well organised individual to join our administrative team. 
The successful candidate will be capable of providing a comprehensive, professional and confidential administrative service to the Practice. The post entails frequent contact with patients and clinicians.


The job content includes operational and administrative support to the Practice. The successful candidate will have a good level of education, be used to dealing with work of a confidential nature, be able to use their own initiative and effectively contribute as part of a team, have excellent communication and organisational skills. Previous experience in a primary care administrative position would be a distinct advantage. 
Informal enquiries most welcome. Please contact Mrs Sarah Morris Practice Manager on 02920 741880.
Closing date 26th November 2021.
