Cv:
Personal Statement
I am friendly, organised, and a reliable individual with experience in customer service, administration, and childcare. Skilled in front-of-house operations, reception duties, and supporting children’s development. Eager to contribute to a professional, welcoming team environment.
Education
Certificate of Higher Education Business Skills for the Workplace 
· University of Wales Trinity St David, Birmingham Campus 
GCSEs – 2021
· Achieved 6 GCSEs including English, Maths, Science
Work Experience
GP Receptionist – Cotterills Lane Surgery
· Managed appointments and patient enquiries both in person and over the phone
· Handled sensitive patient information with discretion
· [bookmark: _Int_EFfaoKnS]Assisted medical staff with administrative tasks and maintained records

Front of House Staff – Little Dessert Shop
· Greeted customers and provided excellent customer service
· Handled cash and card payments accurately
· Maintained a clean, organised, and welcoming environment

Childcare Practitioner – Our Kids Nursery 
· Supported children’s learning and development activities
· Ensured a safe and nurturing environment
· Communicated with parents regarding children’s progress and daily routines
Skills
· Excellent communication and interpersonal skills
· Strong organisational and administrative abilities
· Customer service and front-of-house experience
· Ability to multitask and work under pressure
· Reliable, approachable, and professional
Additional Information
· References available upon request












Cover letter:
Dear Hiring Manager,
I am writing to express my interest in the Receptionist position at Druid Group. With my experience in customer service, administration, and front-of-house operations, I am confident in my ability to provide a professional and welcoming first impression for your organisation.
In my previous role as a GP Receptionist at Cotterills Lane Surgery, I developed strong organisational and communication skills while managing patient enquiries, scheduling appointments, and maintaining confidential records. I am accustomed to working in fast-paced environments that require attention to detail, discretion, and a calm, approachable manner.
My experience as Front of House Staff at Little Dessert Shop also strengthened my ability to multitask and deliver excellent customer service, while my time as a Childcare Practitioner taught me patience, teamwork, and empathy—qualities I bring into every role I take on.
I am a reliable and motivated individual who takes pride in creating a positive experience for both clients andcolleagues. I value the opportunity to bring my strong interpersonal skills and administrative abilities to your team.
Thank you for considering my application. I would appreciate the opportunity to discuss how I can add to the team in more detail.









GP Surgery Receptionist
Druid Group
Birmingham B25

Full job description
Job Overview:
We are seeking a dedicated and professional Receptionist to join our team. The ideal candidate will serve as the first point of contact for patients and visitors, providing exceptional customer service while managing various administrative tasks. This role requires strong organisational skills, attention to detail, and the ability to handle sensitive information in compliance with GDPR regulations.
Duties
· ﻿﻿Greet patients and visitors in a friendly and professional manner.
· ﻿﻿Manage multi-line phone systems, directing calls and taking messages as necessary.
· ﻿﻿Schedule appointments and manage the clinic's calendar efficiently.
· ﻿﻿Maintain accurate medical records and ensure proper documentation review.
· ﻿﻿Handle patient inquiries regarding care plans, insurance, and medical services.
· ﻿﻿Perform clerical duties including filing, typing, and maintaining office organisation.
Skills
· ﻿﻿Proficient in medical terminology and documentation review.
· ﻿﻿Experience with medical collection processes and patient service skills.
· ﻿﻿Familiarity with EHR systems and health information management practices.
· ﻿﻿Bilingual abilities are a plus for improved patient communication.
· ﻿﻿Strong computer skills including proficiency in Microsoft Office applications.
· ﻿﻿Excellent phone etiquette and interpersonal skills for effective communication.
· ﻿﻿Ability to work in a fast-paced environment while maintaining attention to detail.
Job Type: Full-time
Pay: £12.50 per hour
Expected hours: 30 - 40 per week
Benefits:
· Company pension
· ﻿﻿Free parking
Work Location: In person

https://uk.indeed.com/viewjob?jk=c7d12586cecb1d74&from=appshareios





