	NHS LOTHIAN
Post: Medical Secretary 
PERSON SPECIFICATION


In order to be shortlisted you must demonstrate you meet all the essential criteria and as much of the desirable as possible.  When a large volume of applications are received for a vacancy and most applicants meet the essential criteria then the desirable criteria is used to produce the shortlist.

	Criteria
	Essential
	Desirable
	How assessed

	Personal Traits
	Understands and demonstrates the NHS Lothian’s values of quality, teamwork, care and compassion, dignity and respect, and openness, honesty and responsibility through the application of appropriate behaviours and attitudes
	
	A/T

	Qualifications and Training
	HNC/SVQIII in secretarial studies/business administration/other relevant subject or equivalent
	
	ACIR

	Experience and Knowledge
	Previous experience in a secretarial or administration role and ability to demonstrate:

· The ability to develop and implement administrative processes.
· Sound working knowledge if computer software packages including Word, Excel databases and spreadsheets, Outlook mail.
· Experience of typing accurate records/letters from digital dictation systems.
· Experience in transcribing complex medical terminology.

	Previous experience of working in health care environment or ability to highlight transferrable skills
	ACITR

	Skills and/or abilities
	Effective organisational skills and ability to manage priorities
Effective oral and written communication skills
Effective time management in order to meet deadlines
Excellent keyboard/typing skills
Excellent attention to detail
Excellent audio typing skills (including use of G2 software or similar digital dictation system)
Ability to work with limited supervision

	Ability to manage challenging people and situations
	ACITR

	Specific Job Requirements
	Transcription of medical records and letters using digital dictation/G2/trak
Letter writing and printing/filing
Diary management and meeting organisation
Working with administrative colleagues across the directorate to provide flexible consistent cover

	Experience in minute taking
	ACI

	Key – how assessed

	A = Application form
	I = Interview

	C = Copies of certificates
	T = Test or exercise

	P = Presentation
	R = Reference



