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	JOB TITLE/BAND:  Audiology Secretary Band 3
	

	LOCATION: Audiology Department, Kings Cross Health & Community Care Centre
	

	
	
	

	CRITERIA
	ESSENTIAL
	DESIRABLE
	METHOD OF EVALUATION

	EXPERIENCE:
	· Previous experience at Band 2 or above within NHS or equivalent

	· Experience of working within a medical / clinical setting
	Application form / Interview

	QUALIFICATIONS:
(Training;  Research;  Publications)

	· HNC/SVQIII in Secretarial Studies/Business Administration or equivalent
	· Personal safety Awareness
· Manual Handling
· Customer Care Skills

	Application form / Interview

	KNOWLEDGE &
SKILLS:



	· IT/Software Systems: Word, Excel, 
· PowerPoint, email, patient databases
· Keyboard skills to a high degree of speed and accuracy
· Positive attitude to Team Working
· Sound working knowledge and basic understanding of medical terminology
· Ability to work without direct supervision
· Good organisational skills
· Awareness and understanding of data protection and confidentiality.

	· Further IT/Software skills/knowledge
· Medical Records – retrieving and storing



	Application form / Interview

	PERSONAL QUALITIES:



	· Excellent communication skills – written/verbal/IT
· Good time management skills
· Problem solving skills

	
	Application form / Interview

	
OTHER:

	· Ability to comply with the NHS Tayside Uniform Workwear and Professional Appearance Policy.

	
	Application form / Interview
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