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Job Advertisement
Medical Receptionist
Job details
(Ref106)
Medical receptionist required 1:00pm to 6:30pm Monday to Friday.  Experience preferred, but training can be given.
Salary
£9.50 an hour
Job type
Part-time
Permanent
Qualifications
Experience:
· Medical receptionist, 1 year (preferred)
Location
Victoria Healthcare Centre, West Midlands/Smethwick
Job Specification
We are looking for an individual with excellent interpersonal skills, with a positive forward-thinking attitude.
The key responsibilities will include:
· Welcoming patients and visitors at the front desk, in person or via telephone.
· Scheduling appointments and maintaining patient records.
· Always treat all patient records with confidentiality.
· Responding to emergencies.
· Perform other clerical duties, such as filing, photocopying, transcribing, and faxing.
· Dealing with correspondents.
· Knowledge of Microsoft Programs.
Benefits
Company Pension
Covid-19 considerations:
The surgery is currently on partial lockdown.

Cover Letter
Victoria Healthcare Centre
West Midlands
Smethwick
Nilfa khatun
Birmingham
West Midlands
Nilfakhatun786@hotmail.co.uk

15th October 2020. 
Re: Medical Receptionist (Ref106) 14.10.20.
Dear Sir/Madam, 
Please accept this letter as an expression of my interest in the Medical Receptionist position.  I am highly motivated, and focused.  I am currently studying Certificate in Higher Education Health and Social Care; I believe my qualifications have prepared me to commute immediate value to your organisation.  My academic experience has served me well in developing my communication to interact professionally with colleagues, management and patients.
In my previous role as Admin Officer, I contributed well within a team and was able to work on my own initiative, I am well organised and forward thinking and in sync with new developments in the Healthcare field.  I have strong and effective customer service skills.  Throughout my career, I have perfected my medical records management and patient scheduling abilities and understand the need of confidentiality.  I believe I am a suitable candidate for this position as I have the relevant experience.
Whilst reviewing my CV, you might notice a gap in my employment.  This absence is due to raising my family.  My child-rearing experience has enhanced my leadership, teamwork, determination, as I managed multiple schedules, trained others, enforced rules and provided around the clock care.  I am now settled and prepared to go back into the workforce.
Thank you for your consideration.
Sincerely
Nilfa Khatun

CV
Nilfa khatun
Birmingham
West Midlands
Tel:07845999666
Email:  nilfakhatun786@hotmail.co.uk

Overview
I consider myself to be highly motivated, enthusiastic with good interpersonal skill.  Currently looking to resume my professional career after dedicating the last 5 years to raising a family, knowledge of Microsoft office programs.  Willing to undertake any relevant training for personal development.
Key Skills
· Excellent Admin and Customer Service skills.
· Knowledge of Microsoft Office Programs.
· Able to communicate with good interpersonal skills. 
· Willing to undertake any training for personal development.
· Able to work in a team.
· Well organised, able to prioritise tasks and meet deadlines.
· Full Driving License.
· Bilingual.
Employment
University of Wales Trinity Saint David
Student
 Jan 2020 – current
· Certificate in Higher Education Skills for the Workplace (Health and Social Care).
Full time parent raising family at home
2013 – 2019
· Being supportive and caring.
· Financial planning.
· Understanding children's needs and requirements.
· Budgeting.
· Time Management.
· Planning and organising activities.
· Preparing food and cooking.
· General household duties.
ASRA
Feb 2013 – Dec 2013
Administrator
· Planning of weekly rota.
· Updating service users care package.
· Recording and safe storage of service user's personal information in the form of up to date confidential files.
· Answering any queries from service users and their family members.
· Communicate with key people to arrange transport for day care service users.
· Where appropriate liaise with other Health and Social Care Organisations.
· Practical support for service users and their family members.
· Participate in training and development as required.
Hawthorns Medical Centre
Receptionist/Prescription Clerk
Aug 2009 – Dec 2010
· Co- ordinating and preparing of prescriptions.
· Answering patient queries.
· Booking patients with relevant clinician.
· Updating patient files, maintaining hard copy files.
· Referrals to specialist and relevant Health Care departments, using NHS choose and booking system.
· Provide patients with support and guidance as needed.
Complete Dental
Receptionist/ Maternity cover
Nov 2008 – July 2009
· Answering all incoming calls.
· Booking and scheduling patient appointments.
· Maintaining all health and safety within reception and all surgeries.
· Cashing up daily via visa and cash.
· Maintaining Dentist diary.
· Follow up of referrals.
· Patient confidentiality.
Virgin Media
Operations Centre Representative
Sept 2007 – July 2008
· Technical support to engineers activating/installing TV and broadband.
· Ensuring all installations complete and within time slot.
· Disconnecting of customer accounts.
· Moving and transferring customer account.
· Updating database/customer accounts.
· Logging of all faults/incidents on the internal database.
· Management of engineer's diary.
· Managing 200/300 calls per day.
Smethwick Dental Surgery
Mar 2005 – Aug 2007
· Prepare treatments for colleagues.
· Maintain hygiene, health and safety requirements.
· Stock take.
· Updating files.
· Provide patient care and comfort.
· Sterilising equipment in between every patient.
· Producing x-rays.
· General admin.
Education
Sandwell College              
Sept 2009 – July 2007
· Beauty specialist Diploma level 2.
· Good standard of education received.
References available upon request

