	Person specification – Medical Secretary

	Qualifications
	Essential
	Desirable

	A good standard of education, with an expectation of having both GCSE Maths and English at Grade C or above, or Functional Skills Level 2 in Maths and English

	
	

	Typing qualification, i.e., OCR or RSA Diploma
	
	

	NVQ Level 2 in Health and Social Care
	
	

	Level 3 in Medical Terminology
	
	

	Experience
	Essential
	Desirable

	Experience of working with the general public
	
	

	Experience of administrative duties
	
	

	Experience working as a secretary 
	
	

	Experience of working in a healthcare setting as a medical secretary
	
	

	Knowledge and skills
	Essential
	Desirable

	Excellent communication skills and effective in communicating and understanding patient needs
	
	

	Competent in the use of MS Office and Outlook 
	
	

	Problem solver with the ability to process information accurately and effectively, interpreting data as required 
	
	

	Ability to use own initiative, discretion, and sensitivity
	
	

	Able to get along with people from all backgrounds and communities, respecting lifestyles and diversity 
	
	

	Ability to work as a team member and autonomously
	
	

	Sensitive and empathetic in distressing situations
	
	

	Good organisational skills
	
	

	Clinical IT system user skills and the ability to record accurate notes
	
	

	Ability to effectively utilise resources
	
	

	Punctual and committed to supporting the team effort
	
	

	High levels of integrity and loyalty
	
	

	Clear, polite telephone manner
	
	

	Flexible and cooperative
	
	

	Motivated
	
	

	Understanding of safeguarding adults and children
	
	

	Chaperone procedure 
	
	

	Demonstrate personal accountability, emotional resilience and ability to work well under pressure
	
	

	Knowledge of and ability to work to key policies and procedures
	
	

	Other requirements/wider responsibilities
	Essential
	Desirable

	Disclosure Barring Service (DBS) check
	
	

	Occupational Health clearance
	
	



