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Person Specification
	Job title
	Patient Services Advisor

	Education / Qualifications
	Good general education with good numeracy and literacy skills

	Experience
	· Previous experience in dealing with the public both face-to-face and telephone
· Strong administrative skills within an office environment
· Frequent use of IT systems. Knowledge of systmone desirable but not essential


	Knowledge/skills
	· Excellent communication skills, orally and written
· Must be polite with excellent telephone manner

· Must be well presented and organised

· Patient, tolerant, tactful and discreet

· Ability to work under pressure while maintaining a positive professional attitude

· Ability to work as part of a team

· Ability to organise and prioritise workload and work on own initiative

· Ability to take accurate messages, follow up where necessary

· Ability to accurately input information onto a computer system

	Work-related 
attributes, 
qualities, 
competencies
	· Adhere to strict confidentiality

· Reliable, punctual, hard worker, team player

· Strong customer service ethos

· Documentary evidence of your immunisation history, including Hep B and MMR.

· Flexible and willing to contribute to the success of the team

· Willing to participate in relevant training
· Strong communication skills

· Able to follow instructions, meet deadlines




GP Partners:  Dr Tim Watson,  Dr Emma Sircar, Dr Charlie Hamilton, Dr Waseem Malik 
Management Partner: Miss Kiran Bakhshi  Nurse Partner: Mrs Pip Rubbra  Pharmacist Partner:  Mr Alex Moores
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