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Podiatry Receptionist 

Person Specification

	
	
	Means of Assessment

	
	Essential / Desirable
	Application Form / Interview / Test

	Qualifications / Training

GCSE’s or equivalent in Maths and English.

Willing to undertake further training and development as required by the service.
	

E


E
	

Application form/interview

Application form/interview


	Knowledge and Experience

Previous experience working as a receptionist and / or administrator.

Knowledge of Microsoft Office Applications.

Previous experience of dealing with customers and / or patients via telephone / electronic and face-to-face contact.

Previous experience of using SystmOne.

 
Previous work experience within a health care setting.

Experience of letter writing and other supportive administration tasks.
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Application form/interview

Application form/interview

Application form/interview


Application form/interview

Application form/interview

Application form/interview

	Skills and abilities

Clear written and verbal communication skills.

Able to work flexibly to cover the needs of the service.

Able to work on own, and also as part of a wider team. 

Access to travel to various locations to cover Podiatry locations.
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Application form/interview

Application form/interview

Application form/interview

Application form/interview
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