NHS LOTHIAN - 
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







	· Excellent  Communication Skills
· Highly Organised and Methodical
· Ability to work as part of multidisciplinary team
· Ability to plan work and report progress
· Ability to work as part of a team
· Reliable
· Self motivated
· Flexible

	· Relaxed
· Sense of humour

	

A & I

	Qualifications and Training





	· Experience as a medical secretary 
· Knowledge of medical terminology
· Good general education
· Proven IT Skills – word, excel etc
· Advanced key board skills

	
· Minute taking
· TRAK Trained


	


A & I & T

	Experience and Knowledge





	· Experience as a medical secretary 
· Knowledge of medical terminology
· Awareness of importance of confidentiality
· Multi-tasking
· HNC/SVQIII in Secretarial studies/Business

	
	
A & I & T

	Skills and/or Abilities




	· Good and effective time management skills
· Audio typing
· Diary Management
· Pleasant telephone manner

	· Knowledge of NHS Systems ie TRAK
	


A & I & T

	Specific Job Requirements




	· Highly accurate record keeping skills 
· Efficient and effective time management skills
· Previous medical secretarial experience
· Ability to work as part of a team

	· NHS experience
· Experience of multidisciplinary working
· Needs to be able to respond to changes in workload on a daily basis and meet challenges head on.
	

A & I







	Key – how assessed

	A = Application form
	I = Interview

	C = Copies of certificates
	T= Test or exercise

	P = Presentation
	R = References



	 

