NHS LOTHIAN

Post: Medical Secretary (B3) 

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
	
	How assessed

	Personal Traits


	Excellent communicator

Being able to remain calm and work well under pressure

Polite/helpful manner

Enthusiastic

Team Player

Ability to demonstrate integrity


	
	I, R, A

	Qualifications and Training


	Good general education

General Typing/secretarial certificate

Audio Typing
	Medical Terminology
	A, I

	Experience and Knowledge


	Previous secretarial experience in a large organisation

Previous experience in a public facing role

Experience of working to standard operating procedures
	Use and 
management of 

Patient databases
 eg.

TRAK, NASH

Experience of Event Management
	A, I

	Skills and/or 

Abilities


	 Robust communication skills
 (oral & written)

 Ability to work on own initiative

 Confidence to communicate effectively  with all levels of staff 
and the public

 Ability to organise and prioritise workload

 Attention to detail

 Able to work to deadlines and manage

 time effectively

 Proven ability to be a good team player with a positive attitude
	
	A, I, R

	Specific Job Requirements


	 Able to work on own initiative

Work co-operatively and creatively as part of a team  
	Ability to prioritise 
Own workload successfully

managing 
conflicting

priorities
	A, I


	Key – how assessed

	A = Application form
	I = Interview

	C = Copies of certificates
	T= Test or exercise

	P = Presentation
	R = References


