Patient Advisor / Receptionist
Port View Surgery
Contract Type: Full-time / Part-time / Permanent 
Job Summary
An opportunity has arisen for a motivated and reliable individual to join our practice as a Patient Advisor. The successful candidate will provide high-quality reception and administrative support, acting as the first point of contact for patients, visitors and external agencies.
This is a key role within the practice, requiring excellent communication skills, attention to detail, and the ability to work effectively within a busy primary care environment, while maintaining the highest standards of patient confidentiality.
Main Duties and Responsibilities
The post holder will be responsible for:
· Providing a courteous, efficient and welcoming reception service to patients and visitors
· Booking, amending and managing patient appointments in line with practice protocols
· Handling incoming and outgoing telephone calls in a professional manner
· Responding appropriately to patient enquiries, ensuring confidentiality is always maintained
· Accurately recording and updating patient information using the clinical system
· Processing administrative tasks including correspondence, scanning and data entry
· Maintaining a clean, tidy and organised reception and waiting area
· Supporting the wider practice team with general administrative duties as required
Confidentiality and Information Governance
The post holder will be required to:
· Always maintain strict patient confidentiality in accordance with NHS policies, GDPR, and Data Protection legislation
· Ensure that patient information is handled, stored, and shared appropriately and securely
· Be mindful of conversations at the reception desk to avoid the risk of information being overheard
· Verify patient identity before disclosing sensitive information, in line with practice protocols
· Report any actual or potential data breaches in accordance with practice procedures
· Participate in mandatory training relating to confidentiality, information governance, and data protection
· Demonstrate a clear understanding of the importance of safeguarding confidential patient information in all interactions
Person Specification
Essential Criteria:
· Good standard of general education (GCSE or equivalent)
· Excellent communication and interpersonal skills
· Ability to work under pressure and manage competing demands
· Strong organisational skills and attention to detail
· Basic IT skills and willingness to learn clinical systems
· Professional, flexible and team-oriented approach
· Clear understanding of confidentiality and data protection principles
Desirable Criteria:
· Previous experience in a reception, administrative or customer service role
· Experience of working in a healthcare or NHS setting
· Familiarity with electronic patient record systems
Working Hours
· Monday to Friday
· Day shifts
· No weekend or evening work


Pay and Benefits
· £12.71 per hour
· NHS Pension Scheme
· 5 weeks annual leave (pro rata)
· Free on-site parking
· Access to training and development
Additional benefits include:
· Company sick pay (following completion of probationary period)
· Bereavement leave
· Annual flu vaccination
Additional Information
This post is subject to standard pre-employment checks. The successful candidate will be expected to adhere to all practice policies, including those relating to confidentiality, safeguarding, and information governance.
How to Apply
If you are enthusiastic, patient-focused, and committed to delivering high standards of service while maintaining strict confidentiality, we welcome your application.  Please send you CV with covering letter to toni.ryan@nhs.net or ami.reid@nhs.net 

