Topsham Surgery

Person Specification – Medical Administrator
	Essential
	Desirable

	· Good standard of education including English & Maths at Grade C or above

· Keyboard  & Computer Skills

· Communication Skills

· Experience of working in an office environment

· Experience of working in a team

· Experience of working with the public

· Understanding of confidentiality

· Flexibility & Commitment

· Able to work under pressure
· Able to use own initiative


	· AMSPAR Qualifications

· Medical Terminology

· Qualification in typing – RSA or equivalent

· Formal Qualifications in IT e.g. ECDL/Word/Excel

· Experience of working in General Practice

· Experience of the NHS

· Experience of working with S1

· Able to work without direct supervision and determine own workload priorities
· Able to work in a changing environment


