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Task 1 Introduction  
The role of a GP IT Receptionist is a vital part of UK primary care, acting as the first point of contact for patients while ensuring the smooth operation of clinical systems. Receptionists manage appointments, respond to queries, update records, and support clinicians with administrative tasks. They also play a key role in safeguarding and confidentiality, handling sensitive patient information in accordance with NHS protocols (Health Careers, 2025; NHS England, 2023a). 
I am interested in pursuing this role because it closely aligns with my strengths in organisation, compliance, IT literacy, and patient support. While I do not yet have direct experience with NHS IT systems, I have demonstrated adaptability in learning new platforms and processes. I have also been recognised as a good listener—an essential quality for supporting patients with empathy and accuracy (Indeed, 2025). These attributes contribute to my personal brand and enhance employability, as personal brand equity has been shown to positively influence hiring decisions (Pahos et al., 2025). This report will analyse the job description and person specification for a GP IT Receptionist, evaluate my current skills against those required, and present an action plan and timeline for developing the necessary competencies. It will also explore how I can build my personal brand, promote my professional identity, and develop a network to achieve successful employment in this role (UWTSD, 2025). 
 
 
 
 
 
 















 
Task 2 Job Description and Person Specification 
A current NHS Jobs vacancy at Church Road Surgery in Birmingham outlines the responsibilities expected of a medical receptionist, including booking appointments, managing patient queries, updating records, and supporting clinicians with administrative tasks (NHS Jobs, 2025). 
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AI-generated content may be incorrect.]Image 1: Jobs advertisement (Adapted from NHS, 2025)

Receptionists are also responsible for safeguarding and confidentiality, handling sensitive patient information in line with NHS information governance standards and GDPR (NHS England, 2023; UK Government, 2023).  
Receptionists must be confident using IT systems, competency in IT systems such as EMIS and SystmOne is a core employability requirement. Reflecting the NHS digital first strategy. 
These platforms are central to modern general practice, requiring staff to navigate electronic patient records (EPR), scan documents, and communicate effectively with clinical teams.  
The NHS Digital Transformation Strategy highlights the importance of IT literacy and secure digital workflows in frontline roles (NHS England, 2025).  
Health Careers guidance emphasises that receptionists are often the first point of contact for patients, requiring strong customer service skills and the ability to remain calm under pressure (Health Careers, 2025). A person's specification typically includes excellent verbal and written communication, teamwork, and resilience when dealing with challenging situations.
 
	Aspect 
	Traditional GP Receptionist 
	Hybrid GP IT Receptionist 

	Core Duties 
	Greeting patients, booking appointments, answering telephones, filing paper records 
	Same duties plus managing electronic patient records (EPR), digital appointment systems, and online queries 

	Skills Required 
	Communication, empathy, organisation, confidentiality 
	All traditional skills plus IT literacy, adaptability, and multitasking across digital and face‑to‑face platforms 

	Systems Used 
	Paper records, basic telephone/email systems 
	EMIS, SystmOne, Medicus EPR, Microsoft Office, online booking portals 

	Patient Interaction 
	Primarily face‑to‑face and telephone 
	Hybrid: face‑to‑face, telephone, and digital (online forms, apps, email) 

	Challenges 
	Managing high patient demand and paperwork 
	Balancing digital workflows with patient contact, safeguarding data, adapting to rapid IT changes 


Table 1: Comparison of Traditional and Hybrid GP Receptionist Roles (Adapted from Health Careers, 2025; NHS Jobs, 2025) 

This comparison illustrates how the role has evolved from primarily administrative and face‑to‑face duties to a hybrid position requiring IT literacy, adaptability, and resilience in managing digital workflows alongside patient support. 
 
 
 
 
 
 














Task 3 Employability Skills Analysis 
Employability within the role of a GP IT Receptionist requires a blend of interpersonal, technical, and ethical competencies. These skills are not only essential for effective patient care but are also embedded within NHS frameworks (NHS England, 2023b) and Skills for Care guidance (Skills for Care, 2025), ensuring that staff meet statutory and professional standards. 
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Image 2: CSTF training for healthcare organisations (Adapted from Skills for Care, 2025). 

Communication 
Communication is a core requirement, encompassing interactions with patients, clinicians, and digital platforms. Receptionists must provide clear, empathetic responses to patient queries, while also relaying accurate information to clinical teams. Research confirms that receptionists continue to provide administrative support alongside clinical tasks such as prioritising patients for consultations, facilitating repeat prescriptions, and communicating blood test results (Ban et al., 2025). NHS England’s Long Term Workforce Plan also identifies communication as critical for patient safety and service quality (NHS England, 2023). 

IT literacy 
IT literacy is equally vital, as receptionists must navigate clinical systems such as EMIS and SystmOne, alongside Microsoft Office applications. The NHS Digital Transformation in Primary Care strategy stresses the importance of digital competence in managing electronic patient records and supporting secure workflows (NHS England, 2025). Skills for Care guidance reinforces IT literacy as part of workforce development, enabling staff to adapt to evolving technologies and maintain compliance with data protection standards (Skills for Care, 2025).
Teamwork and collaboration 
Teamwork and collaboration underpin the receptionist’s role within multidisciplinary teams. Effective collaboration ensures continuity of care and supports clinicians in managing workloads. NHS frameworks identify teamwork as a statutory training requirement within the Core Skills Training Framework (CSTF), promoting safe and coordinated practice (Skills for Health, 2023). 

Emotional intelligence and resilience 
Emotional intelligence and resilience are critical when managing patient expectations, handling complaints, or working under pressure. Ban et al. (2025) emphasise that receptionists often face emotionally demanding situations, requiring resilience to balance empathy with professional boundaries. NHS England’s workforce plan similarly recognises resilience as a key employability skill for sustaining staff wellbeing and service delivery (NHS England, 2023b). 

Confidentiality and safeguarding 
Finally, confidentiality and safeguarding awareness are non‑negotiable. Receptionists must comply with GDPR and NHS information governance policies (UK Government, 2023; NHS England, 2023a), ensuring patient data is protected. Safeguarding training, embedded within CSTF standards, requires staff to recognise and escalate concerns appropriately, reinforcing the receptionist’s role in patient safety (Skills for Health, 2023). 

Summary 
In summary, the employability skills required for a GP IT Receptionist are firmly aligned with NHS England frameworks (NHS England, 2023b) and Skills for Care guidance (Skills for Care, 2025). They combine technical competence with interpersonal and ethical awareness, ensuring receptionists can deliver safe, effective, and compassionate care in a digitally evolving healthcare environment. 
 
 
 





 
Task 4 
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Self‑Evaluation of Skills 
A structured self‑evaluation using SWOT analysis highlights my current strengths and areas for development in relation to the GP IT Receptionist role. This reflection is based on feedback from tutors and peers and aligns with the expectations outlined in NHS and Skills for Care guidance. 
Strengths 
I demonstrate strong organisation and time management, consistently balancing household responsibilities, university study, and administrative tasks. My digital systems proficiency includes confident use of Microsoft Office, online platforms, and visual aids, which I apply in academic work and mentoring. 
My listening skills have been recognised by peers and tutors, particularly in group presentations and mentoring sessions. I also bring teamwork experience from previous oral assessments, where I collaborated effectively to deliver structured, evidence‑based arguments. These experiences have strengthened my emotional intelligence and resilience, allowing me to remain calm and professional under pressure — qualities essential for frontline NHS roles. 
Weaknesses 
I currently have limited experience with clinical IT systems such as EMIS and SystmOne, which are essential for managing patient records and workflows in general practice. I have not yet completed formal safeguarding training, which is a statutory requirement for NHS staff. Additionally, I need to improve my familiarity with NHS‑specific protocols and governance frameworks, including information governance and confidentiality standards. 
Opportunities 
There are clear opportunities to address these gaps. I plan to access NHS England and Skills for Health training, including digital readiness modules, safeguarding e‑learning, and CSIT resources. I will also seek volunteering or shadowing opportunities in healthcare settings to gain practical experience with clinical systems and protocols. 
To strengthen my employability profile, I will continue building professional networks via LinkedIn, NHS recruitment events, and Skills for Care platforms. I will also use feedback from tutors and peers to refine my presentation style, referencing accuracy, and digital confidence. 
Threats 
Without formal training, there is a risk of being perceived as underprepared for frontline NHS roles. I may face competition from candidates with direct experience, and the pace of digital transformation could outpace my current skillset if I delay training. 
Conclusion 
By leveraging my strengths and acting on identified opportunities, I can address current weaknesses and mitigate external threats. This will enhance my readiness for NHS employment and support my long‑term goal of working in healthcare support and counselling. 
 
 
 
 
 

















 
Task 5 Experience & Qualification 
I have completed my GCSEs, providing a strong foundation in core subjects including English, Maths, and Science. I have also successfully completed Level 4 in Health and Social Care, and I am currently progressing through Level 5, with plans to complete Level 6. My ability to manage deadlines and balance academic and personal responsibilities demonstrates strong time management and persistence (Indeed, 2025). 
At university, I am completing the BMHP6029_BIRM module, which includes components focused on mental health and employability. My chosen topics—OCD in adolescence and schizophrenia—show my ability to research complex clinical issues and present findings with academic rigour (Ban et al., 2025). I have received positive feedback from tutors for referencing accuracy, oral presentation skills, and visual design, which aligns with NHS expectations for clear communication (NHS England, 2023b). 
My household management experience includes coordinating benefit applications, managing official paperwork, and supporting my family’s financial stability. These tasks require accuracy, resilience, and clear communication—skills directly transferable to GP reception work, where confidentiality and persistence are essential (UK Government, 2023; NHS England, 2023a). 
I am confident using digital systems such as Microsoft Office and online platforms to organise information, design tables, and create visual aids. These digital skills are transferable to NHS IT systems, which are central to modern general practice (NHS England, 2025). 
Although I have not yet completed formal safeguarding training, I am actively pursuing CSTF modules to meet NHS standards (Skills for Health, 2023). I am also seeking exposure to NHS IT systems such as EMIS and SystmOne to strengthen my digital readiness. 
Together, these qualifications and experiences provide a strong foundation for the GP IT Receptionist role, combining academic discipline with practical problem‑solving and interpersonal strengths. 
 
 
 
 
 
 
 
 
 
 
 

 Task 6 

Short-term (0–6 months)  
· Complete Level 5 modules and dissertation.  
· Undertake CSTF safeguarding training.  
· Attend NHS IT workshops or shadow staff using EMIS/SystmOne.  

Medium-term (6 months–2 years)  
· Secure part-time NHS administrative role.  
· Gain hands-on experience with NHS IT systems.  
· Complete Level 6 BSc (Hons) Health and Social Care.  

Long-term (2–5 years)  
· Transition into full-time NHS receptionist/administrator role.  
· Pursue CPD in digital health and patient safety.  
· Expand career into CALMS or care coordination roles.

Natasha Ellis  
Erdington, Birmingham, UK  
Email: yesyestasha@outlook.com  
Phone: 07411 638348  

Personal Statement
Final-year BSc (Hons) Health and Social Care student (Level 6) with strong, fast computer skills and customer-service experience. Calm and professional front-line communicator with a clear understanding of confidentiality and safeguarding from academic study. Seeking an NHS receptionist role to provide efficient administrative and patient-facing support.

Education
BSc (Hons) Health and Social Care (Level 6) — [Your University Name] — Expected 2026  
Key modules: confidentiality and ethics; care coordination; service administration; safeguarding.

GCSEs — Hodge Hill Comprehensive, Bromford — Completed 1998  
Subjects: English (Speaking and Listening), Maths, French, Textiles

Customer Service Programme — Real Services — Completed 2005  
Practical training in customer interaction, complaint handling and service professionalism.

Relevant Experience
Customer Service Assistant / Key Holder — Betfred, Birmingham — 2011–2014  
· Delivered high-volume face-to-face customer service and handled complaints calmly and professionally.  
· Managed transactions and banking duties; reconciled takings and completed end-of-shift banking.  
· Operated till and back-office systems and trained new staff; held key-holder responsibilities including opening/closing and basic security checks.  
· Demonstrated punctuality, reliability and ability to work flexible shifts.

Customer Service Assistant — Quick Silver, Birmingham — 2005  
· Provided front-line customer service in a busy retail environment.  
· Assisted with transactions, customer queries and basic shop floor duties.  
· Developed early skills in communication, punctuality and teamwork.

Key Skills
· Fast, accurate typing; Microsoft Word and Excel  
· Clear telephone manner and face-to-face communication  
· Data entry, record keeping, and filing  
· Appointment-booking basics and system confidence  
· Knowledge of confidentiality and safeguarding  
· Organised, reliable, and adaptable to shift patterns

Training, Checks and Availability
· Willing to complete Basic/Standard DBS check and occupational health clearance  
· Willing to complete NHS e-learning modules (confidentiality, data protection)  
· Flexible availability for part-time or full-time roles, including early/late shifts and weekends


References
Available on request

Task 7: Personal Brand, Professional Identity, and Networking

· Personal Brand: Defined by organisation, empathy, resilience, and IT literacy. Built through LinkedIn, blogs, and infographics showcasing academic and practical achievements.  
· Professional Identity: Promoted via tailored CVs, cover letters, and a digital portfolio of presentations and CRAP notes. Online presence demonstrates credibility and alignment with NHS values.  
· Networking: Developed through mentors, NHS careers fairs, Skills for Care associations, LinkedIn groups, and CPD webinars. These connections provide guidance, shadowing opportunities, and career progression.  
Together, these strategies enhance employability by making my skills visible, credible, and connected to professional networks.  























Task 8: Conclusion
This report has critically analysed the GP IT Receptionist role, evaluated my current skills, and outlined an action plan for development. Employability in this role requires a blend of communication, IT literacy, teamwork, resilience, and safeguarding awareness, all embedded within NHS frameworks.  

My academic progression, customer service experience, and household management responsibilities provide a strong foundation, while ongoing training and exposure to NHS IT systems will bridge current gaps. By building a personal brand, promoting professional identity, and engaging in networking, I am positioning myself as a resilient and adaptable candidate.  

Ultimately, these strategies will enable me to transition successfully into frontline NHS roles, contributing to patient care, organisational efficiency, and
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Medical Receptionist
Church Road Surgery

Birmingham B6 SUP

Salary: £12.21 an hour
Distance: 2.4 miles

Date posted: 13 November
202s

Contract type: Permanent
Working pattern: Part time
Closing date: 31 December
2025
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