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Person Specification for 
Coding Team Administrator 

	Requirement
	Essential
	Desirable
	Method of Assessment

	Qualifications
	· Achieved grade 3  GCSE English & Maths
	· Medical terminology
· Secretarial  
· Customer service or related qualification

	· Application

	Experience
	· Clinical Coding 
· Working in General Practice 
· Have an understanding of QOF
· Working under pressure in a busy environment
	· Customer Services or related experience
· Previous experience of office/admin work
· Secretarial role 
· NHS setting 
· Using SystmOne
	· Application

· Interview

· References

	Skills and Attributes
	· Good level of IT 
· Good written and oral communication skills
· Ability to work within a team 
· Organisational skills and ability to manage own time effectively to achieve deadlines
· Willing to learn & develop role
· Good timekeeping
· Flexibility 
	· Able to manage own time effectively
· Good organisational skills and experience
· Ability to work to own initiative
· Languages 
	· Application

· Interview

· References
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