THE WELLBRIDGE PRACTICE, WOOL
PART-TIME RECEPTIONIST
Starting pay £12.71 DOE
We are looking for an organised and confident receptionist to join our reception team. General Practice is a fast paced and very busy environment so if you like a challenge and thrive in a busy varied working environment where no two days are the same, we’d love for you to consider joining our friendly, hard-working surgery team.
Our reception team supports 7 GPs, over 6,000 patients, our nursing team, phlebotomists and other visiting health professionals. The role includes answering queries, managing appointments and updating patient records to ensure the smooth running of the surgery.
You must be a team player, you should also be an excellent communicator, be able to remain calm under pressure and enjoy working with members of the public. You should also have good IT skills. If you have previous experience of working in a medical reception this would be advantageous, but not essential as we will provide full training for the right candidate.
The successful candidate will be required to work shifts amounting to 15-16 hours per week plus be flexible to cover holiday and sickness as needed, and holiday cover can mean regular overtime is available. Bear in mind the surgery hours are 08.00 – 18.45 so shift patterns are split into AM & PM between these times Mon - Fri. 

Please note we will ask for an application form to be completed as well as providing a CV
.
