SYDENHAM HOUSE MEDICAL GROUP
Incorporating Sydenham House Medical Centre: 01233 645851  
Musgrove Park Medical Centre: 01233 645851 

Hollington Surgery: 01233 622361
Email: sydenhamhouse@nhs.net


Person Specification: Medical Secretary – general & dermatology dual role

	JOB TITLE:
	MEDICAL SECRETARY

	RECRUITING MANAGER:
	Practice Manager

	DATE:
	


	QUALIFICATIONS
	Essential
	Desirable

	· Good standard of general education
	(
	

	· GCSE Mathematics
	(
	

	· GCSE English
	(
	

	· AMSPAR Medical Secretary Diploma
	
	(

	· RSA III Word Processing/Information Technology
	
	(

	· RSA II Shorthand
	
	(

	· European Computer Driving Licence (ECDL)
	
	(


	EXPERIENCE
	Essential
	Desirable

	· Practical experience of working with others
	(
	

	· Secretarial experience – touch typing (60WPM) and letter presentation
	(
	

	· Experience of using own initiative
	(
	

	· Experience of working in a secretarial role within a general office environment
	(
	

	· 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 & use of Microsoft Word, Outlook & Excel applications
	(
	

	· Knowledge of EMIS Web clinical system
	
	(

	· Time Management and the ability to work to deadlines
	(
	

	· Problem solving skills
	(
	

	· Negotiation and conflict management
	(
	

	· Interpersonal skills
	(
	


	BEHAVIOURS
	Essential
	Desirable

	· Planning and organising
	(
	

	· Performing under pressure
	(
	

	· Adaptability
	(
	

	· Using own initiative 
	(
	

	· Team working
	(
	

	· Self-motivation
	(
	

	· 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
	
	(
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