CARDIFF BAY SURGERY

Practice Receptionist/Administrator – part time position up to 30 hours

Closing Date – 03/11/2017
An exciting opportunity has arisen for an enthusiastic, motivated and flexible individual to join our friendly and well established practice.
We currently operate in Grangetown Cardiff and a purpose built resource centre in the Cardiff Bay area. You will be required to provide a variety of reception and administrative duties to assist in the smooth running of the Practice, projecting a positive and friendly image to patients and other visitors, either in person or via the telephone.

The successful candidate must be an effective communicator, and have an ability to work as an integral team member.
Applications should be made by Curriculum Vitae to:

Scott.moore@wales.nhs.uk
If you have any queries or would like to discuss the post, please contact the Practice Manager Mr Scott Moore on (029) 2183 3458.

