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1. JOB DESCRIPTION
RIT Premium Dental Care Receptionist (Portuguese-speaking)
Birmingham, United Kingdom
About the Clinic
We are a Brazilian dental clinic based in Birmingham, providing friendly, high-quality care to the Brazilian and wider Portuguese-speaking community. We are looking for an organised, professional, and welcoming individual to join our team as a receptionist.
Role Overview
This position is for a Dental Clinic Receptionist, responsible for ensuring the smooth operation of the reception area and providing excellent service to patients.

Key Responsibilities
• Greeting and assisting patients in person and over the phone
• Managing appointment bookings, confirmations, and schedule adjustments
• Coordinating the dentists’ diaries
• Maintaining accurate administrative records and patient files
• Providing support in both Portuguese and English
• Processing payments and issuing receipts
• Keeping the reception area tidy, organised, and presentable
• Supporting general administrative tasks within the clinic

Requirements
• Fluent Portuguese
• Basic to Intermediate English
• Previous experience as a receptionist or administrative assistant (preferred)
• Excellent communication and interpersonal skills

• Strong organisational abilities and attention to detail
• Confidence using computers and scheduling systems
• Eligibility to work in the UK

What We Offer
• A warm, multicultural working environment
• Initial training provided
• Opportunities for professional development
• Stable working hours
• Competitive salary based on experience

How to Apply
Please send your CV in English or Portuguese to:
recruitment@braziliandentalclinic.co.uk
Subject: Application – Dental Clinic Receptionist

2. COVER LETTER

Luciana de Lara Franco 
18 Greenacres 
Bartley Green
Birmingham, B32 3BF
(+44) 07927 059236
adm.lucianaclinica@gmail.com

RIT Premium Dental Care 
147 Great Charles Street Queensway 
Birmingham, B3 3LP 
(+44) 07428 552661 
birmingham@ritdental.co.uk

Dear Mr. Alexandre,

I am writing to apply for the Receptionist position (Portuguese-speaking) at RIT Premium Dental Care, as advertised. I am confident that my experience in healthcare administration and patient services makes me a strong candidate for this role.

Throughout my career in hospitals and medical clinics, I have developed strong skills in patient reception, appointment scheduling, diary coordination, and administrative support. I have experience managing front desk operations, maintaining accurate records, and ensuring a welcoming and professional environment for patients.

As a native Portuguese speaker with basic to intermediate English, I am able to communicate effectively with Portuguese-speaking patients while continuing to improve my English skills. I am patient, friendly, and professional when dealing with clients. 

I am highly organised, proactive, and able to work efficiently in fast-paced environments. My experience includes processing payments, issuing receipts, managing patient files, and maintaining a clean and organised reception area. I am also confident in using computer systems and scheduling tools.

I am currently studying Business at the University of Wales Trinity Saint David (UWTSD), which has strengthened my communication and organisational skills.

I am particularly motivated to join your clinic because I admire your commitment to serving the Brazilian and Portuguese-speaking community in Birmingham. I believe my experience and dedication to excellent service would make me a valuable addition to your team.

Thank you for your consideration. I look forward to the opportunity to discuss my application.

Yours sincerely,

Luciana de Lara Franco







Luciana de Lara Franco
18 Greenacres, Bartley Green, Birmingham, B32 3BF - (+44) 07927 059236
 adm.lucianaclinica@gmail.com

PROFESSIONAL SUMMARY
Organised and proactive professional with extensive experience in healthcare and customer service environments. Strong background in patient reception, appointment scheduling, diary management, and administrative support. Known for delivering a professional, friendly, and efficient service. Native Portuguese speaker with basic to intermediate English, experienced in supporting multicultural communities in fast-paced settings.
KEY SKILLS
• Appointment scheduling and diary management
• Administrative support and data entry
• Payment processing and issuing receipts
• Organisation of patient records and files
• Maintaining a clean and professional reception area
• Strong communication and interpersonal skills
• Attention to detail and organisation
• Ability to work under pressure
• Computer literacy and scheduling systems
PROFESSIONAL EXPERIENCE
2021 – Present
Customer Service & Appointment Coordinator (Beauty Services)
• Delivered high-quality customer service in a professional environment.
• Managed appointments, confirmations, and scheduling.
• Processed payments and issued receipts.
• Maintained a clean and organised workspace.
• Accurately recorded and updated customer information.

2019 – 2021
General Manager - ACR Medical Center Clinic 
• Managed daily administrative operations of the clinic.
• Provided front desk support and patient assistance.
• Coordinated schedules and diaries for healthcare professionals.
• Maintained patient records and administrative documentation.
• Supported HR processes and office management.
• Managed financial tasks and daily operations.

2016 – 2019
General Manager - CEPAAS – Health Care Centre
• Supervised daily clinic operations and multidisciplinary teams.
• Managed reception, appointments, and patient flow.
• Conducted recruitment and onboarding processes.
• Organised documents and administrative systems.
• Managed financial routines and supplier coordination.

2010 – 2016
Executive Secretary - São Lucas Hospital – PUCRS
• Provided administrative and reception support
• Assisted internal and external patients
• Managed correspondence with legal and medical institutions
• Supported senior management and board-level administration
• Maintained accurate documentation and data systems.
EDUCATION & COURSES
• Bachelor’s Degree in Business (ongoing) University of Wales Trinity Saint David (UWTSD), Birmingham
• Executive Secretary
• HR Assistant
• Accounting Assistant
• Customer Service Excellence
• Leadership
• Basic Computing
LANGUAGES
• Portuguese: Native
• English: Basic
STRENGTHS
• Strong organisation and attention to detail
• Proactive and reliable
• Professional and friendly communication
• Ability to work under pressure
• Problem-solving and adaptability
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