
 

Ball Tree Surgery 
 

www.theballtreesurgery.co.uk | practice-manager.balltree@nhs.net | 01903 752200 
 

Western Road North, Sompting, Lancing, West Sussex, BN15 9UX 

 
Vacancy: Medical Receptionist / Administrator 
 
Terms: 
Part-Time, 1 Year Fixed-Term (initially) 
Approx. 20-25 hours / week 
Salary: £15,500 - £16,700 depending upon experience (Full Time Equivalent at 37.5 hours). 
NHS Pension available 
Local terms and conditions of employment, 
 
Line Manager: Reception Manager 
Accountable to the Business Manager and Partners 
 
Closing date: 28th May 2017 (though may close sooner if candidates meet the criteria). 
 
Please note 

• The contents of this job description are not intended to be exhaustive and will change as 
the needs of the Practice change. 

• As with all roles within the Practice, it is expected that all staff respect the sensitive and 
confidential nature of the information that they are able to access. 

 
About us 
The Team at Ball Tree aims to provide all our patients with access to quality personalised care in a 
friendly environment. We believe that prevention of illness is better than cure and actively educate 
and encourage our patients to make healthy choices and share responsibility for improving their 
wellbeing. We have a good CQC rating and score highly on our quality measures for clinical 
outcomes. We are growing as a surgery and have a positive reputation locally with our patients. 
 
Overview of the role 
There are five main aspects to the role: 

1) To provide excellent standard of friendly and caring service to our patients in person and by 
telephone. 

2) To act as a communications hub between patients, clinicians and non-clinicians. 
3) To ensure the accurate, efficient and effective and safe administrative functioning of the 

surgery. 
4) To be adaptable and flexible in approach regarding duties to meet changing priorities. 
5) To keep calm under pressure during busy periods 

 
As with all staff, it is expected that the role holder will work to quality standards and play an active 
part within the Surgery Team. From time-to-time additional duties and responsibilities may be 
assigned. 
 
Hours 
There will be a core pattern of working hours, however from time to time staff are asked if they are 
able to work additional or alternative working patterns to help with cover for holidays or to help on 
specific projects. Initially, to assist with induction and training, we may ask for additional hours 
during the first few weeks of employment. 
 
There may be some flexibility in the number of hours and the working pattern. 
 

http://www.theballtreesurgery.co.uk/
mailto:practice-manager.balltree@nhs.net


How to apply 
If you are interested, please use NHS Jobs Website or Indeed.com ensuring that you include a 
letter to tell us, why you are applying for the role, how you meet the person and role requirements 
and how you could contribute to our team. Please tell us what special qualities that you have that 
will make us a better surgery! Candidates without a covering letter may not be selected. 
 
Selected candidates will be invited for interview and a tour of the surgery. 
It is usual for some candidates to be invited back to spend some time within the Reception area as 
second part of the recruitment process. 
 
For an informal discussion 
Please telephone 01903 752 200 and ask to speak to Laura West, Reception Manager 
Ball Tree Surgery, Lancing, Sompting, West Sussex, BN15 9UX 
For further information about the surgery please visit our website: www.theballtreesurgery.co.uk 
 
Duties and Responsibilities 
 
Welcoming 

• Providing a warm, caring and professional welcome to patients in the surgery 
• Assisting patients with use of the facilities 
• Helping to ensure a smooth flow of patients through the surgery 
• Answering patient queries. 

 
Appointments 

• To listen to patient requests for services and assist them in booking the most appropriate 
appointment (in person and by telephone) 

• Work with the reception team to resolve any problems or create variations to the 
appointment calendar. 

 
Computer System (training provided) 

• Use clinical database (EMIS Web) and such programmes that are appropriate to your work. 
• Assist with the effective recording of data onto the clinical system. 
• Record all patient contacts onto the computerised records in line with Practice protocols. 

 
Administration Duties (training provided) 

• Scanning and accurately coding documents into the clinical system 
• Processing requests for repeat medication. 

 
Patient Services 

• Provide a high standard of customer service to our patients. This includes referrals 
management, provision of medical letters and the resolution of patient queries. 

 
Health and Safety + CQC 

• As with all staff, the role holder will take responsibility for their own health & safety and will 
work within the policies set out within the Surgery. 

• As with all staff, the role holder will work to the regulations required by the Health and 
Social Care Act 2008, monitored by the Care Quality Commission. 

 
Qualifications 

O-Level / GCSE or equivalent English – Grade C or above – Essential 
O-Level / GCSE or equivalent Mathematics – Grade C or above – Essential 
ECDL or equivalent qualification / demonstrated experience – Essential 
A-Level English or equivalent or higher – Desirable 
O-Level / GCSE or equivalent Human Biology – Grade B or above – Desirable. 

 



Essential Experience 
• Customer or Patient facing role 
• Microsoft Office – in particular MS Word and MS Outlook. 

 
Desirable Experience 

• Working in a busy reception (ideally in a GP or other NHS Setting) 
• Administration 
• MS PowerPoint, MS Excel 
• Working in an NHS environment 
• Medical terminology 
• Solving basic IT hardware and software issues 
• Working with customer management systems (Looking up records and finding out 

information from computer systems). 
 
Personal Attributes 

• Able to communicate clearly with a wide range of people 
• Professional and responsible attitude, reliable and punctual 
• Able to work independently / self-motivated• Able to use judgement and plan and prioritise 

tasks and workflows 
• Able to take initiative and be resourceful when responding to enquiries 
• Team-worker - flexible approach and able to adapt to changes 
• Willing to develop and train according to the needs of the role 
• Resilient, calm manner in busy environments 
• Able to respect confidentiality and discretion. 

 
Please note: 

• Successful candidates will be required to be checked by the Disclosure and Barring Service 
(formerly known as CRB) to check for any previous criminal convictions. The surgery is 
subject to an exception in the “Rehabilitation of Offenders Act 1974 (Exceptions) Order 
1975. Failure to disclose information about convictions could result in disciplinary action.” 

• The appointment to any post is subject to a satisfactory occupational health report. 
 

 


