Person Specification
	Qualifications & Training – Essential Criteria

	Qualifications through SVQ Level 2 in Admin and Information Management and or knowledge acquired through experience.
Excellent Keyboard skills
Good standard of English language

	Qualifications & Training – Desirable Criteria

	AMSPAR Qualification or equivalent level of experience and knowledge of “medical terminology".

	Experience – Essential Criteria

	A&C experience
Reception experience

	Experience – Desirable Criteria

	NHS experience
Medical Imaging experience

	Knowledge – Essential Criteria

	Microsoft software packages

	Knowledge – Desirable Criteria

	RIS
PMS

	Competencies & Skills – Essential Criteria

	Excellent communication and interpersonal skills.
Ability to communicate clearly and sensitively with a wide range of disciplines/general public
Ability to work in a team environment or on own initiative

	Competencies & Skills – Desirable Criteria

	


	Personal Characteristics and Other – Essential Criteria

	Flexibility in approach to working  practices
Flexibility in approach to working days/hours
Manage time and prioritise workload
Enthusiastic and Motivated

	Personal Characteristics and Other – Desirable Criteria
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