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FULL TIME MEDICALSECRETARY/RECEPTIONIST
Monday to Friday 37.5 hours per week
(Salary equivalent to band 3 – scale dependant on experience)
Airlie Medical Practice is looking for a keen, enthusiastic and motivated individual to join our friendly, supportive administration team.  You should be a competent audio typist with a working knowledge of Microsoft packages.  This is a varied job and would suit someone who is flexible, motivated and friendly.

Applicants must be able to work under pressure, be skilled at multi-tasking and have an eye for detail. Excellent communication skills and excellent customer service are essential as well as computer literacy in software packages including Word and Excel.  Experience in a medical practice or similar role is preferred.  Knowledge of EMIS and Docman is an advantage but not necessary as in house training will be given. 

If you are interested in this vacancy we would welcome your application in the form of CV and covering letter to Tracy Simpson, Practice Manager/Partner, tracy.simpson@nhs.scot or alternatively post to the address above.

Informal enquiries are welcome by telephoning the practice after 11.00 a.m.  Telephone 01333-426083.

Closing Date: Friday 23rd February 2024.






GP Partners:  Dr S McQuitty, Dr F Mauritzen, Dr H Dakin, Dr G Thomson, Dr R Thomson & Dr C Crawford
Business Manager/Partner:  Mrs Tracy Simpson


