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Complete the template below (use the prompts in the Task 2 information document to help)
· Take your time, there is no limit – you have until Friday of Week 9 to submit
· Use any notes you have already made to help 
· The boxes will expand when you type
	Section 
	Your response (Use your own words!) 

	1.  Research 
	I was researching being a Medical Secretary as my passion is based in the NHS non-clinical sector. As majority of my immediate family have worked in the Medical field, it was helpful to gather information and help from their experience. I also went onto NHS jobs which had a vast array of job opportunities including various Medical Secretary roles. These also include description of the duties required for the role, for example word processing, keeping spreadsheets, referrals and medical reports. The difficulty I found was limited resources. I was confident with using medical websites to find out what I was looking for such as NHS jobs as I am used to it.


	2.  Presenting 
	As I have worked in the Medical industry for over 15 years in over 3 GP surgeries and have been mentored by several Practice Managers with high levels of experiences, I was able to utilise the information obtained to help with the presentation. As mentioned, the only difficulty I found was limited resources. Next time, I would choose a role that can be researched using other methods.


	3.  Challenges you faced with your presentation
	I thought there will be more ways to research these roles apart from where I have done. The other challenge was limiting the presentation to just five minutes. As I am passionate about this job role, this was tricky.

	4.  Actions to improve 
	I could have looked at other search engines online or asked other Medical Secretaries for their input on the work that they do. I could have also chosen a more advanced job role like Practice Manager. It would also help if we were given more time in task one to present it.


	5.  Further steps needed to Prepare for Task 3
	The steps needed will be to find more detailed information that will assist with generating a more detailed report which will contain in depth documentation. I will also look into in more detail the various duties that a medical secretary has to do.
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