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RECRUITMENT AND SELECTION STANDARDS 
PERSON SPECIFICATION FORM 

Post Title/Grade:     Clerical Officer 

Department/Ward:  Health Records, NHS Fife    

Date:                       November 2022   

 ESSENTIAL DESIRABLE MEASURE 

Experience 
 

 

Previous clerical 
/administration experience 
 
Previous extensive 
Reception experience 
 
 

Health Records 
Experience 
 
Contact Centre 
Experience 
 
Scanning/Validating 
and Auditing 
Experience 
 

Application Form 
and Interview 

Qualifications
/ 

Training 

Educated to equivalent of 
standard grade or with 
relevant experience 
 
Proficient in the use of 
software systems 
 

IHRIM or IT 
Qualification or 
experience 

Application Form  
Interview 
Certificates 

Knowledge 
 
 

Knowledge of computer 
data input/search 
procedures. 
 
Working knowledge of 
Microsoft Word and excel. 
 
Knowledge of filing 
systems and telephone 
enquiry procedures 
 

Working knowledge 
of a Patient 
Administration 
System. 
 
Understanding of 
basic confidentiality 
rules. 

Application Form 
and interview 

Skills 
 
 
 

Excellent communication 
and organisational skills. 
 
Ability to build good 
working relationships. 
 
Good customer service 
skills 
 
A level of English 
language competency and 
communication skills 
necessary to perform this 

Adaptable/Flexible 
 
Able to multitask  
 
Ability to liaise with 
staff from other 
areas including 
clinical staff 
 
Good problem-
solving skills 

Interview 
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role safely and effectively. 
 

Aptitude 
 
 

Ability to prioritise 
workload. 
 
Accurate, methodical with 
a good attention to detail, 
with the ability to work 
under pressure and meet 
tight deadlines. 
 

Positive, proactive 
outlook. 
 
Demonstrate ethics, 
values and personal 
qualities / 
behaviours 
consistent with the 
vision, culture and 
values of NHS Fife. 
 

Interview 

Other  
e.g. Team 
Player, Be 

able to travel 
 

Good Team Player but 
also able to work under 
own initiative. 
 
Candidates must be 
physically able to lift and 
handle quantities of 
casenote folders and to 
bend and stretch to 
retrieve and file folders 
and manoeuvre trolleys. 
 
Ability to Travel between 
sites. 
 

 Interview 

 


