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Cover letter

Victoria Road Doctor Surgery
21 Victoria Road
Birmingham
B27 7XZ
Phone: 01217066666


Zlatina Belcheva
28 Millhaven Avenue
Birmingham 
B30 2QH
Phone: 07756285518
Email: zlati8912@gmail.com

Dear Farah Islam
I am writing to you regarding the Medical Receptionist position advertised on indeed.com.
I understand your Doctor Surgery is a well-organised, friendly and long-established GP Practice based in Acocks Green. I’ve always been focused on building a career in the health care sector and was delighted to see this opportunity. My CV is enclosed for your review. 
My experience may be of value. I have worked in customer service sector for 8 years and adhered to all company rules and guidelines. Welcoming customers kindly and polite is my priority as a person at the front line. 
I also understand you are looking for a team player with excellent communication skills to cover a range of reception duties including dealing with patients’ queries, booking appointments and helping with prescriptions. I am currently studying Health and Social care course and expecting to graduate in January 2023. During my previous role as shop assistant, I was responsible for a wide variety of tasks including answering the phone, greeting customers, providing high-quality service and collecting payments. It’s clear that you are looking for someone who thrives in a fast-paced clinical environment. I am adept at balancing multiple tasks while demonstrating high level organization and communication skills.
I am very enthusiastic about the opportunity to work for your Doctor Surgery and will be delighted to meet for an interview. I am looking forward to learning more details about the Medical Receptionist position and about Victoria Road Doctor Surgery. 
Thank you for your time and I look forward to hearing from you.
Your sincerely,
Zlatina Belcheva
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Medical Receptionist/Administrator

impress dental clinic
Birmingham
£9.50 - £10.00 an hour - Part-time, Permanent

4 Responded to 75% or more applications in the past 30 days, typically within 8 days.

T

Schedule:
* Monday to Friday
Experience:
* Medical Receptionist: 1 year (preferred)

Job Types: Permanent, Part-time
Part-time hours: 16 per week

Salary: £9.50-£10.00 per hour
Benefits:

* Flexitime
* On-site parking

Schedule:

* 8hour shift
* Monday to Friday

Supplemental pay types:

* Bonus scheme

* Commission pay

* Loyalty bonus

e Performance bontis
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Medical Receptionist/Administrator

impress dental clinic
Birmingham
£9.50- £10.00 an hour - Part-time, Permanent

4 Responded to 75% or more applications in the past 30 days, typically within 8 days.

T

* Flexitime
* On-site parking

Schedule:

* 8hour shift
* Monday to Friday

Supplemental pay types:

* Bonus scheme
‘Commission pay
Loyalty bonus
Performance bonus
Signing bonus

Ability to commute/relocate:

* BIRMINGHAM: reliably commute or plan to relocate before starting work (required)
Experience:

* Medical Receptionist: 1 year (preferred)
Work Location: One location

Reference ID: GP Receptionist
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Zlatina Belcheva     Address: 28 Millhaven Avenue,   Birmingham, B30 2QH   Telephone:07756285518   Email:  zlati8912@gmail.com   www.linkedin.com/in/ zlatina - belcheva - 5b9ba5252         Profile   Dedicated Health and  S ocial care Student with the ability to multitask and work well with  others. Patient - care oriented, bringing forth a  compassionate and friendly attitude. Highly  organised, and skilled in written and verbal communication. Committed to utilising my skills  to help others, while working towards the mission of a company. A strong leader who works  well under pressure and exude s positivism   and maintaining a good relationship with  colleagues .   Very well experienced with Microsoft Office, Microsoft Teams and Outlook.     Em ployment history   Jan 2015  –   Oct 2022   Domestic cleaner, Self - employed, Birmingham      Customised cleaning services to fit customer needs      Achieving the highest standards of house cleaning and customer satisfaction        Excellent organisation and  communication skills      Familiarity with sanitary and hygienic regulations      W ell  experienced on working with customers providing them with high - quality  services ensuring their  satisfaction   Sep 2012  –   Oct 2020   Fast food shop assistant at Sea Spray, Birmingham      Prepared food carefully in response to customer requests or allergies.      Handled food with sanitation and  safety in mind.      Excellent communication skills and great service      Handled complain t s in   manner to meet customer's satisfaction     Jul 2012  –   Sep 2012   Waitress at  ‘ Sineva Beach ’ Hotel , Bulgaria  
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   Worked as a committed team member to achieve the highest level of  customer  service.      Adhered to all company rules and guidelines.      Reported any incidences or concerns to the manager.      Helped to train new employees when needed.      C reating friendly and safe environment for customers by assisting them in   calm and  kind wa y.   Education   Sep 2002  –   Jul 2008         Marketing at Professional School Rober Shuman, Bulgaria   Marketing  –   A   Accounting  –   B   Industrial management  –   A   Maths  –   A   Literature  –   A   English  -   A   Sep 1996  –   Jul 2002         Maths, Science and Literature, Hristo Botev Primary School,  Bulgaria   Maths  –   A   Science  –   A   Literature  –   A   English  –   A   History  -   A Skills   Excellent communication   Ability of multitask       Confidentiality   Knowledge of Office technology   Good team player   Highly responsible and reliable   Good time management   Energetic   work attitude   Courses   Jan 2022  –   Jan 2023             CERTHE Skills for the Workplace   (Health and Social Care),  University of Wales Trinity Saint David   Languages    Bulgarian  –   native   English  –   A   Hobbies   Reading books, travel l ing, cooking  
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Medical Receptionist/Administrator

impress dental clinic
Birmingham
£9.50 - £10.00 an hour - Part-time, Permanent

4 Responded to 75% or more applications in the past 30 days, typically within 8 days.

T

Job details

Salary
£9.50 - £10.00 an hour

Job type

Part-time
Permanent

Qualifications

* Medical Receptionist: 1 year (Preferred)

Benefits
Pulled from the full job description

Flexitime | | On-site parking

Full Job Description

Victoria Road Doctor Surgery is a well-organised, friendly and long-established GP Practice
based in the Acocks green. We have an exciting opportunity for a receptionist to join our
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Medical Receptionist/Administrator

impress dental clinic
Birmingham
£9.50 - £10.00 an hour - Part-time, Permanent

4 Responded to 75% or more applications in the past 30 days, typically within 8 days.

T

Full Job Description

Victoria Road Doctor Surgery is a well-organised, friendly and long-established GP Practice
based in the Acocks green. We have an exciting opportunity for a receptionist to join our
friendly and supportive team.

The ideal start date will be in October 2022, but we are willing to wait a bit longer if the right
candidate is found.

We are offering a part-time role with hours spread across 2 days. Morning shifts start at 08:00
and evening shifts finish at 18:00.

Experience within the healthcare sector is desirable but not essential as full training will be
provided.

Main duties of the job

You will be required to work in a team of medical receptionists on a rotational basis to cover
core opening hours. We are looking for a team player with excellent communication skills to
cover a range of reception duties including:

* answering the phone

* dealing with patient queries

* booking appointments in accordance with protocols

* liaising with members of the clinical and non-clinical team
* helping out with prescriptions

* answering the door
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Medical Receptionist/Administrator

impress dental clinic
Birmingham
£9.50 - £10.00 an hour - Part-time, Permanent

4 Responded to 75% or more applications in the past 30 days, typically within 8 days.

T

About us

You will be joining a stable close-knit team in a digitally minded and forward thinking practice
providing high quality care.

Key information about us:
-Foodies
-Friendly and helpful administrative team
-On-site parking
Person Specification
* GCSE (or equivalent) Grade A to C in English and Math's
Desirable Experience
* Experience of working in a GP practice

Job Types: Part-time, Permanent
Part-time hours: 16hr per week

Salary: £9.50-£10 per hour
Benefits:

* NHS pension
* On-site parkina




