Location: Dunster & Porlock Surgeries, Somerset
Salary:  TBC
Working Hours: Monday to Friday, between 08:00 and 18:30 (with one late evening per week until 20:00)
Contract Type: Part time, 27.5 hours per week
About Us
Dunster & Porlock Surgeries are friendly, forward-thinking GP practices serving our local communities with a strong emphasis on patient care, innovation, and teamwork. We are committed to developing our staff and providing a supportive environment for learning and growth.
The Role
We are looking for a motivated and professional individual to join our team. This is a fantastic opportunity to gain experience across all departments of a busy GP practice, supporting both clinical and administrative functions.
Key Responsibilities
Answering incoming calls from patients and third parties (e.g. pharmacies, hospitals)
Responding to online requests (e.g. askmyGP)
Greeting and assisting patients at the reception desk
Booking appointments and managing patient queries
Registering new patients and processing deductions
Communicating clinical results and making calls on behalf of clinicians
Inputting and coding clinical data into patient records
Scanning, filing, emailing, and printing documents
Managing incoming and outgoing mail
Maintaining a tidy and welcoming reception area
Using clinical systems such as EMIS, AccuRx, and Microsoft Office
Chaperoning clinicians (after training)
Upholding confidentiality and professionalism at all times
What We’re Looking For
Excellent communication and interpersonal skills
High level of IT literacy
Professional, respectful, and confidential approach
Willingness to learn and adapt in a busy healthcare setting
Ability to work well in a team and independently
