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Introduction: I am interested in the medical secretary role as I have over 25 years' experience within administration, so I think this will be an ideal steppingstone for my career, and this is what my presentation will be based on today.
Research Methods
To start my research, I went to the NHS careers website as my first source for searching, I used keywords like ‘Medical Secretary role profile’, ‘NHS bands’ and ‘admin in healthcare’ to narrow my search. I wanted to make sure I had the correct official guidance, so I focused on the day-to-day responsibilities, such as patient record keeping, maintaining health records and clinical correspondence, which is vital to the role.

Role Requirements & Responsibilities
To be a medical secretary you have good administrator, excellent customer service skills, and have good attention to detail, strong interpersonal skills with computer and software literacy. What I found out about this role is that it can vary day to day, but most of it is administration, collating patient records, minute taking for meetings and patient management.

Evaluating sources (CRAAP Method)
 In my research, I used the NHS website. To be specific:
· Currency: I made sure to use the National Careers website and the NHS website, as these provide 
· Relevance: I filtered the band and the job description to narrow down my choices.
· Authority: I used the NHS as my authoritative source. 
· Accuracy: I cross-referenced the National Careers website to confirm the details were accurate.
· Purpose: The purpose of the job description was to recruit a candidate, and I found the intention and description to be clear and easily understood.

Difficulties & Conclusion 
During my research, I encountered a significant amount of variation in terms of job bands and departmental functions within the NHS. Because it is such a vast organisation, there is a wide variation on tie Medical Secretary role within the various trusts. I found the different pay bands and requirements for different departments, i.e. Cardiology versus Maternity wards, so this highlighted to me that a ‘one-size-fits-all' approach to researching this role is not going to be possible; I have to be really precise about which area of the NHS I will be focusing on to ensure my Task 3 report is relevant and accurate to the role.  This research has been an eye-opening experience; I have had to look beyond the job title and give some serious thought to the departments I would like to work in. It has also helped me realise that my 25 years of administrative experience-ranging from my time as a Mechanical Plant Secretary to my roles as Business Support Officer and PA-are actually a massive asset. I now understand how to map my existing transferable skills for the requirements of the role  such as data protection, GDPR and management.
Therefore, my research using the CRAAP method has confirmed to me that the Medical Secretary role is an excellent fit for my administrative background. While I have identified the core skills and daily demands of the role, my next step is to complete further research into the specific NHS departments where I can make the right decision regarding my career choice. My next steps to progress this for my Task 3 report is as follows:
Refine my research-  I will perform a deeper dive into the NHS departments to have a better understanding of their requirements.
Draft the report- I plan to organise my collected evidence into a final portfolio to ensure a logical and academic flow for my Task 3 report.
Finalize my report and reference- Finally I will begin drafting the final report, making sure all my information is properly cited and referenced according to the assessment requirements.

