Handforth Health Centre
Receptionist/Administrator
We are a friendly GP surgery looking to recruit a full-time Receptionist/Administrator – 37.5hrs/week.
The role incorporates a wide range of duties including but not exhaustive of:
· Reception Duties
· Answering the telephone
· Data inputting
· Record Keeping
· Collating of medical records
The candidate:
We are looking for someone who is hardworking, reliable, flexible and conscientious.  Ideally you will be proficient in Microsoft Office or at least be willing and eager to learn these skills.  
We would like someone with a ‘can do’ attitude who is a team player and happy to support their team to achieve outstanding results.
The hours of opening are:
Mon, Tue, Thu, Fri – 7:45am – 6:45pm
Wed – 7am – 8pm

There are 3 shifts each day and the shifts available are varied within these hours.

The benefits
· Full time - £/part time hours available £10.42ph
· Excellent Pension Scheme
· 5 weeks holiday a year plus Bank holidays
· Friendly office environment
· Free onsite parking/quick access to transport links
If you are interested in the position, please email the Practice Assistant Manager hazel.mcbride@nhs.net with your CV and covering letter.  
Please note if you are a successful candidate, you can not be a patient at Handforth Health Centre.





