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Surgery Name & Address
	Ealing Park Health Centre
195A South Ealing Road, London W5 4RH

	
Brief Description of Surgery 
	We believe the success of our practice is based on our patient-centre approach to care, as well as a culture that values inclusivity and teamwork. The Practice Management Team, including the Practice Partners, aim to be supportive and to provide leadership in an environment where everybody feels valued for their contribution. Located in modern purpose-built premises the practice offers on-site parking, rear garden and modern consulting rooms and offices. Our team of highly experienced administrators and secretaries support clinicians with the administrative duties.

	
Role / Job Title
	RECEPTIONIST/ADMIN ASSISTANT

	
Job Description
	The role involves dealing with all general enquiries or passing them on to other colleagues where appropriate. Receptionists explain practice procedures to patients in a calm and polite manner and make new and follow-up appointments using our patient records database SystmOne. They manage requests for repeat prescriptions in line with practice policy, and they undertake transactions for private (non-General Medical Services) services, maintaining financial records. Receptionists receive and process any patient correspondence as well as patient samples in line with practice protocols. They take responsibility for opening and locking up the premises. Administrative duties will include electronic correspondence management, referrals and managing the practice emails. Also booking patient transportation. Training will be provided to the right candidate. 

	
Job Type
	
Permanent / Part Time / Contract *Delete as appropriate

	
Days / Hours required
	Tuesdays, Wednesdays, Thursdays and Fridays – combination of AM and PM shifts (AM is 7:30am to 1pm, and PM 1pm to 6:30pm)

	
Essential Qualifications
	GCSEs or equivalent


	
Skills Required
	Customer service, IT, good communication, good organisation, teamwork, initiative


	
Expected Start Date
	ASAP


	
Salary
	
Set Salary £12.13 per hour *Delete insert salary as appropriate

	
To apply for this position or request further information please email the Practice Manager

Please include your CV 

	
Practice Manager Name: Shelley Quarcoo

Practice Manager Email Address: pm.ephc@nhs.net 

Practice Manager contact Number: 020 8758 0570



Thank you for your interest in joining the team, we look forward to hearing from you.
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