
RECRUITMENT AND SELECTION STANDARDS
PERSON SPECIFICATION FORM
Post Title/Grade:    	Clinical Support Secretary – Band 3	
Department/Ward: 	Fife Wide
Directorate	     	Mental Health 			
Date:	    	May 2022  	

	
	ESSENTIAL
	DESIRABLE
	MEASURE

	Experience



	Skills & competencies normally associated with relevant secretarial experience.

	Previous exposure to dealing with sensitive / disturbing clinical information.

Previous experience in a health care environment.

Previous exposure to crisis / distressing telephone calls.
	Application




Application / Interview

	Qualifications/
Training



	HNC / SVQIII Secretarial Studies / Business Administration or equivalent experience. 
	
	Application

	Knowledge


	Proficient in use of Microsoft Office packages and software systems

	Medical terminology

Trakcare
	Application/
Interview

	Skills



	Advanced keyboard skills 

Excellent organisational & 
communication skills.

Minute Taking.

Proficient in audio skills.

A level of English language competency and communication skills necessary to perform the role safely and effectively.

A level of numeracy skills to perform the role safely and effectively.

	Advanced organisational & excellent communication skills.
	Application/
Interview

	Aptitude


	Ability to work under pressure, perform within strict timetables and prioritise workload.

Demonstrates ethics, values and personal qualities / behaviours consistent with the vision, culture and values of NHS Fife.

	
	Interview

	Other 
e.g. Team Player, 


	Team player – Ability to work well & flexibly with colleagues to provide support and assistance if required.  

	Previous experience of team working.

A calm and assuring nature.
	Interview

	Be able to travel/Remote Working
	Ability to Travel between locations throughout Fife is essential.

	
	Application/ Interview
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