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Job Title: Medical Administrator, Private Practice
Company: Medmin Ltd
Location: Birmingham (fully office based)
Job Type: Full Time, Permanent
Hours: 37.5 hours per week
Salary: Competitive, please state expectations on application
About Medmin
Medmin is one of the UK's leading private practice management companies, supporting over 100 consultants across a wide range of specialties. We handle everything our consultants need to run a successful private practice, from diary management and patient bookings to billing, correspondence, and compliance, so they can focus entirely on their patients.
We are a growing, ambitious business and we are building something special. We are looking for people who want to be part of it.
We invest heavily in our team. We believe that when our people are supported, trained, and given real opportunities to grow, everything else follows. If you are looking for a role where you will be valued from day one, where your development matters, and where there is a genuine path forward, Medmin could be the place for you.
The Role
We are looking for a Medical Administrator to join our team in Birmingham. This is a full-time, office-based role supporting a portfolio of consultants across a range of clinical specialties.
You will be the first point of contact for patients, managing appointments, handling enquiries, processing referrals, and keeping our systems accurate and up to date. Our administrators support consultants across multiple specialties and need to be comfortable switching between different tasks, systems, and clinical contexts at pace. No two days are the same and the work is genuinely varied, interesting, and meaningful.
You do not need a medical background to apply. If you are organised, personable, a clear communicator, and take pride in doing things properly, we will teach you everything else.
What You Will Be Doing
· Delivering excellent customer service to patients, carers, GPs, and hospital teams at every interaction
· Managing patient appointments and consultant diaries across multiple specialties
· Answering inbound calls from patients, GPs, and hospital teams professionally and efficiently
· Processing GP referrals and insurer pre-authorisations
· Entering and maintaining accurate patient records across our practice management system and hospital systems
· Supporting the medical secretarial team with correspondence and post-clinic administration
· Handling patient payment queries and processing fees in line with our procedures
· Switching fluidly between tasks, specialties, and priorities as the demands of the day require
· Working as part of a collaborative team under the guidance of your Team Leader
What We Are Looking For
· A genuine commitment to excellent customer service, our patients deserve the best and so do our consultants
· Excellent telephone manner and communication skills
· The ability to work across multiple specialties and adapt quickly as priorities change
· Strong attention to detail, accuracy matters in everything we do
· Organised, reliable, and able to manage a busy and varied workload
· Confident with computer systems, we will train you on ours
· A professional, warm, and patient-centred approach
· Someone who takes pride in their work and wants to grow
Previous experience in a medical, dental, legal, or similar professional services environment is an advantage but not essential. We welcome applications from candidates who are looking to move into private healthcare administration for the first time.
What We Offer
· 37.5 hours per week, Monday to Friday, office based in Birmingham
· 25 days annual leave plus bank holidays
· Workplace pension scheme on successful completion of your three-month probationary period
· A structured 12-week induction and training programme, you will never be thrown in at the deep end
· Real career progression, we promote from within and actively develop our people
· A friendly, supportive team environment where your contribution is noticed and valued
· The opportunity to be part of a growing company at an exciting stage of its development
Our Culture
We are building a team that genuinely enjoys coming to work. We are professional, we have high standards, and we take our responsibilities to patients and consultants seriously. We also look after each other, celebrate success, and make Medmin a place people want to stay.
We are not looking for someone to fill a seat. We are looking for someone who wants to build a career with us.
How to Apply
Send your CV and a brief covering note telling us why you would be a great fit for Medmin. We review all applications and will be in touch promptly.
We look forward to hearing from you.
Pay: £24,420.00-£25,000.00 per year
Benefits:
· Company pension
Language:
· English (required)
Work Location: In person
Company and salary information
Jobs with similar titles
Career Guide articles
Similar jobs nearby


Neelam Kaur
Flat 1, 155 Popes Lane 
Kings Norton 
Birmingham 
B38 8AS 
07581151909 | 2520215@student.uwtsd.ac.uk 
19th OCTOBER 2026
Hiring Manager
Medmin Ltd
Birmingham, West Midlands

Re: Application for Medical Administrator Role (Private Practice)
Dear Hiring Manager, 
I am writing to express my strong interest in the Medical Administrator position at Medmin Ltd. Having recently developed key competencies in business operations through my Higher Level Business Studies (Level 4) alongside practical customer-facing experience in retail, I am excited about the opportunity to support your portfolio of consultants and provide excellent administrative care to patients. 
Medmin's reputation as a leading private practice management company that values employee growth and development greatly appeals to me. My background in high-volume retail environments has instilled in me a strong work ethic exceptional interpersonal communication, and the ability to maintain composure under pressure. These transferable skills align directly with your requirement for a compassionate, professional first point of contact for patients, carers, and medical professionals.
My academic background in Business level 4 has equipped me with strong administrative capabilities, including accurate data handling, organisational compliance, software proficiency, and workflow coordination. During my retail experience I regularly handled face-to-face and telephone inquiries, managed payment processing, and maintained accurate stock and database records-skills that directly transfer to managing consultant diaries, professional referrals, and maintaining patient records on practice systems.
I am an adaptable, detail orientated individual eager to transition my customer service excellence and business knowledge into a dedicated healthcare administration career. I look forward to the opportunity to discuss how my academic background and transferable skills make me a strong fit for Medmin Ltd.
Thank you for your time and consideration. Yours sincerely, Neelam Kaur.
Neelam Kaur
Flat 1, 155 Popes Lane 
Kings Norton 
Birmingham 
B38 8AS 
07581151909 | 2520215@student.uwtsd.ac.uk 
PROFILE
Driven and detail-orientated business (Level 4) graduate with a proven background in high-quality customer service, task coordination, and record management. Combining academic knowledge of organisational management and administration with practical front-line customer experience. Adept at handling high-volume calls, managing accurate schedules, and operating digital databases. Seeking to leverage transferable skills and business training as a Medical Administrator at Medmin Ltd. 

CORE SKILLS AND COMPENTENCIES

· Customer and Patient Support:
Professional communication with diverse stakeholders, empathy, dispute resolution, active listening.
· Administrative Operations:
Diary management, record keeping, payment processing, inbound call handling.
· Software and systems:
Microsoft Office Suite (Word, Excel, Outlook), database management, quick adaption to practice management systems.
· Organisational Skills:
Task prioritisation, multi-tasking across distinct priorities, compliance, accuracy under pressure.

EDUCATION & QUALIFICATIONS
University of Wales Trinity Saint David - Business level 4 (currently studying this degree)	2026
Whalley Range High School and Sixth Form - GNVQ Business Distinction Achieved    
                                                                                                                                2000 - 2002
Whalley Range High School 5 GCSE A – C grades Achieved                                         
                                                                                                                               1995 – 2000

ADDITIONAL INFORMATION
Adult Education Book-keeping and Accounts level 1 and 2 Computerised Accounts level 1 and 2 
Distinction Achieved - 2018                                                                                                                                                                         
Languages spoken: English and Punjabi

WORK EXPERIENCE
Key Area: Customer service and Sales Assistant
· Property Cleaning Service 2021-2026
· Laundrette Supervisor 2020-2025 
· Full-Time Mother raising my Children. 2014-2020
· CO-OP Store Sales Assistant 2013-2014
· REEDS Professional Alterations and Dry-cleaning Assistant -2011 -2013 
· TOOL AND CO. DIY Family run Business -2004 -2010
· HOUSE OF FRASER Retail Assistant 2000-2003
Key Responsibilities:
· Served as a primary point of contact for high daily volumes of customers, consistently delivering prompt, friendly, and efficient service.
· Managed cash and digital payments accurately, handled client queries, and resolved issues in compliance with company policies.
· Maintained accurate database records for store inventory, stock transfers, and customer special orders using digital management systems.
· Balanced multiple tasks fluidly during peak operational hours, including phone inquiries, point of sale management, and stock auditing.
· Collaborated with team members and supervisors to maintain high standards of workplace organisation and operational flow.

REFERENCES
 Available on Request
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£24,420 - £25,000 a year - Full-time

Job details

BB £24,420 - £25,000 a year

Annual leave, Company pension, Private medical insurance

© Full-time
Monday to Friday
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