[image: University of Wales Trinity Saint David ...]


			     Assignment 1 



Module code and name: Employability and Career Development, LCLM4005
Lecturer: Dr. Lizeta Demetriou




			       	

Submitted on: 20/07/2026







Job Description
Bookings Coordinator
Posted 08/07/2026 by Mika Recruitment
London
£25,000 - £26,000 per annum Healthcare, Gym membership
Permanent
Easy Apply
[image: ]
Apply Now
Expiring soon
Our client - an independent company providing medical services to the private HealthCare sector and the NHS are recruiting for a new role as a Bookings Coordinator.
As the Bookings Coordinator you will be directly responsible for delivering an excellent customer service to patients, consultants, secretaries, and clinical teams at the clinic based in Central London.
Hours are 35 hours per week - Monday – Friday – working either 8am – 4pm or 10am – 6pm depending on the clinic requirements.
Main duties and responsibilities
· To handle calls and work as part of the bookings team, providing the first point of contact for Patients, Consultants, Practice Managers, handling all external enquiries via both the telephone and email.
· To ensure all calls and enquiries are answered quickly, efficiently and within timeframes whilst providing a high quality and professional service.
· To update and manage the diary and to maintain/exceed a minimum booking rate (targets to be agreed) for all bookings.
· Provide a highly efficient, easily accessible booking service for our customers.
· Ensure all referrals and appropriate patient data is recorded onto the patient administration system.
· Proactively manage the patient administrative pathway in the delivery of clinical services including appointment information.
· Ensure patient records are maintained and processed in accordance with the terms of the Data Protection Act 2018 as indicated in the company’s Data Protection Policy.
· Develop and nurture excellent departmental relationships with internal and external stakeholders.
· Inform and advise senior staff of all matters affecting service and patient care.
· To train new team members and in-house users of our systems.
· Work with all clinical and non-clinical staff within the business to provide an efficient and effective patient journey.
· Assisting colleagues to ensure patient radiology reports are completed within the 24-hour target.
· Any other reasonable request as requested by management.
· Provide cover for annual leave of receptionist when required.
If you feel this would be a good opportunity for you and you would like to apply, we would love to hear from you! Please send your CV today!
**Unfortunately, due to the volume of applications that we receive, we are unable to respond to everyone, if you have not heard back within 24 hours then please assume that you have not been successful on this occasion**
According to Data Protection GDPR laws, we need to inform you that you are in applying this role sending us your personal data which we will not share without your consent and will only contact you about this role and other roles which could be of interest. Please see our website for our full privacy and data handling policies. You have the right to ask us to remove your data at any time
Apply Now










CV
 Helena Hossain
London – 07951479121 - helena_hossain@hotmail.co.uk 

PERSONAL PROFILE
A reliable, personable and highly organised individual currently completing a CertHE in Business Skills for the Workplace, with a proven track record of working accurately under pressure in customer-facing and administrative settings. Experienced in handling sensitive information, following strict procedures and communicating confidently with the public, having worked in airline security and volunteered in school administration. Competent user of Microsoft Office (IT User Skills Level 2 and 3, ITQ), with strong attention to detail, listening skills and the ability to manage multiple enquiries at once. Seeking to bring these skills to a Bookings Coordinator role, providing an excellent first point of contact for patients, consultants and clinical teams.
KEY SKILLS
• Confident telephone and email communication, with a clear, professional and friendly manner
• Accurate data entry and record-keeping, with an understanding of data protection and confidentiality requirements
• Diary and schedule management, prioritising competing demands to meet targets and deadlines
• Proficient in Microsoft Office (Word, Excel, Outlook) — IT User Skills Level 2 & 3 (ITQ)
• Strong organisational skills, with the ability to work independently and as part of a team
• Excellent listening and critical thinking skills, used to resolve queries efficiently
• High attention to detail, developed through security-critical procedural work
• Adaptable and quick to learn new systems and processes, and confident showing others how a process works
• Comfortable building working relationships with colleagues and other departments to keep enquiries moving
EXPERIENCE
Security Officer
 
• Checked passports and travel documents, and operated X-ray screening equipment, to verify passengers and screen luggage accurately
• Conducted body searches in line with strict security protocols, maintaining professionalism and discretion at all times
• Guarded aircraft and controlled access to restricted areas, checking the identity of all personnel entering and exiting
• Communicated clearly and calmly with members of the public from a wide range of backgrounds, providing information and resolving concerns
• Worked effectively as part of a large, rotating team, maintaining consistent standards across shifts
Administration Volunteer
• Assisted school office staff with day-to-day administrative tasks, including filing, data entry and record maintenance
• Covered reception duties, greeting visitors, parents and staff and directing enquiries appropriately
• Handled pupil and staff information in line with confidentiality expectations
• Gained experience working across two different school administration systems and settings, and helped show other volunteers how each system worked
• Liaised regularly with teaching staff, office staff and parents, acting as a link between departments
EDUCATION & QUALIFICATIONS
CertHE Business Skills for the Workplace
• Studying modules covering workplace administration, communication and business practice
IT User Skills Level 2 and Level 3 (ITQ)
• Includes a pass in the Microsoft Office module (OCR)
GCSE Mathematics — Grade C
GCSE English — Grade C
ADDITIONAL INFORMATION
• Comfortable working full-time hours, including early starts and later finishes, Monday to Friday
• Experienced in covering reception duties, gained through school volunteering
• References available on request













Cover Letter 
Helena Hossain 
London
07951479121
helena_hossain@hotmail.co.uk

18/07/2026


Hiring Manager
Re: Bookings Coordinator, London
Dear Hiring Manager,
I am writing to apply for the position of Bookings Coordinator. I am currently completing a CertHE in Business Skills for the Workplace and hold IT User Skills qualifications at Level 2 and 3 (ITQ), including a pass in the Microsoft Office module. While I have not worked in a booking or healthcare setting before, my background in airport security and school administration has given me the accuracy, discretion and customer-facing confidence this role calls for.
As a Security Officer at Frankfurt Airport, including checking passports, screening luggage and controlling access to restricted areas, I worked to strict, detail-critical procedures under real time pressure while communicating calmly with the public. This built the accuracy and composure needed to manage a high volume of calls, bookings and diaries, and gave me a solid understanding of working within formal policies around safety and confidentiality, including data protection requirements such as GDPR. Volunteering in school administration added to this: I supported filing, data entry, record maintenance and reception cover, and regularly liaised between teaching staff, office staff and parents.
I am organised, a quick learner of new systems, and comfortable working independently or as part of a team. I would welcome the opportunity to train on your patient administration system and to help maintain the high standard of service your clinic provides. I am available full-time and can be flexible with the shift patterns described.
Thank you for considering my application. I would welcome the chance to discuss how I could contribute to your team.
Yours faithfully,
Helena Hossain
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