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Job Title:	Medical Secretary Nuclear Medicine 
Grade:		4
Department 	Nuclear Medicine 
Location:	North East 

	
Criteria
	
Essential
	
Desirable

	QUALIFICATIONS & TRAINING

	
HNC/SVQIII in Secretarial Studies/Business Administration or equivalent experience
	
Qualifications in audio-typing and/or minute taking

	EXPERIENCE

	
Previous experience in audio-typing
	
Previous experience with Radiology and Patient Information Systems


	
KNOWLEDGE, SKILLS AND ABILITIES
 

	Proficient in use of software systems including Microsoft Office Packages  
Advanced keyboard skills  and IT literate.
Ability to work unsupervised
Good communication and Interpersonal skills.
Good organisational skills.

	
Knowledge of medical terminology

	
PERSONAL QUALITIES

	
Efficient and flexible attitude to work.
Ability to carry out tasks in a busy environment
Ability to work under pressure.
Good organisational and communication skills
Systematic, methodical approach to work with attention to detail
Excellent interpersonal skills with the ability to demonstrate all-round professional attitude especially under pressure with deadlines and conflicting interests
Ability to work as part of a team or independently
	

Ability to prioritise and schedule complex patient apointments





