Administrator
We are looking for a professional, conscientious and highly effective person to join our friendly team as a Administrator. We are a rural GMS 10,000 patient surgery with 5 Partners, 4 Salaried GPs and a fantastic clinical and practice team with an on-site Dispensary.
Applicants must be self-motivated and have a willingness to learn and work as part of a team. You must possess good attention to detail, and produce work to the required standard whilst meeting deadlines. Confidentiality is paramount, therefore having a professional manner is essential and the successful candidate will be required to sign and abide by our confidentiality agreement.
Duties will include:
· Learning to use SNOMED Codes and EMIS Web Clinical System
· Processing Incoming Mail (Paper and Electronic)
· Reading clinical letters, extracting diagnoses/procedures/results and entering the codes for these into the clinical system
· Using own initiative once trained to identify urgent tasks and pass to the correct person or clinician
· Reading and Summarising Patient Notes
· Scanning of Summarised Notes
· Undertaking mandatory training as required for the role
Skills required:
· Excellent customer service skills
· To be able to work to strict protocols and have good attention to detail
· Ability to work as part of a team as well as on your own initiative
· To communicate effectively
· Competent IT skills
· Understand and abide by strict confidentiality policies
Candidates should be prepared to attend for interview in person as the role will be based at the surgery.
Job Type: Permanent
Starting Rate: £12.60 per hour
Working Pattern: Full Time - 37.5 hours a week. All staff are expected to do overtime for holiday and sickness cover where needed.
Closing Date: Sunday 18th January
Please send your CV to: jayne.elliott3@nhs.net 
