Receptionist

Queens Park Medical Centre wishes to recruit a Receptionist to join our existing team in providing a comprehensive service to our large and busy Practice.  We have 20000 patients from a mixed demographic area and are a high achieving Practice within a modern and comfortable working environment.  We are also a teaching practice and train GP Registrars, Medical and Nursing students.   

Full time hours are 37 per week over a five day shift period with cover required between 8.00.am. and 6.00.pm. although flexibility will be required to cover holidays etc. 

We are looking for a flexible and motivated individual with excellent time management and organisational skills.  You will be working to submission deadlines and have a high standard of work with attention to detail.  You should be able to work on your own initiative as well being part of the team and you must be able to prioritise your workload, responding to any enquiries in a professional manner.  An understanding of information governance and confidentiality is essential.

The practice operates SystmOne and experience of this system would be an advantage but not essential as full training will be given. Excellent communication skills, a sense of humour and the ability to work under pressure are essential.

Job share applicants welcome. 

Applications to include covering letter, c.v. and the names and addresses of two referees to

graham.wynn@nhs.net
Mr. G. Wynn

Practice Manager

Queens Park Medical Centre

2 Farrer Street

Stockton on Tees

TS18 2AW

Closing Date 18th May 2018
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