LIMES MEDICAL CENTRE

JOB DESCRIPTION 

June 2025
Name: 



Job Title:                             Administrative Assistant
Responsible to:                     Administration Team Lead
Role:  To support the team by performing any of the tasks listed below:
Regular Duties:
· EZ Doc administrator including monitoring, triaging & actioning the Practice’s generic email, tasks and post

· Scanning & Coding
· Summarising of patient notes received into the practice

· Attending training courses as required by the practice

· Attending team and practice meetings as required by the practice

· Back-up and support for the team during annual leave and sickness
Main Duties and Responsibilities:
Whilst the duties above will cover the majority of functions of the role there may be ad hoc duties as required from time to time.
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