THE SURGERY
1 CHURCH STREET
NEWTOWNARDS
BT23 4FH
Tel: 02891816333
Website: www.thesurgerynewtownards.co.uk

JOB SPECIFICATION

SENIOR RECEPTIONIST/TEAM LEADER

Essential Educational criteria

Minimum of 5 GCSE’s (or equivalent), including English and Maths at Grade C or above.
	
Essential Experience

1. At least 2 years experience in a supervisory/team leader role in the last 5 years

2. Evidence of good written and verbal communication skills

3. Numeracy sufficient for petty cash, rotas and basic data monitoring

4. Employee training experience

5. To be able to demonstrate previous Team Leader experience and ability to lead by example & support change

6. Excellent organisational skills with attention to detail.

7. Ability to prioritise duties within the role and work under pressure to meet deadlines

8. Excellent customer service skills 

9. Be able to demonstrate an understanding, acceptance and adherence to the need for discretion and confidentiality in line with GDPR

10. To be polite and courteous towards patients, colleagues, to all visitors to the practice and on the telephone. Ability to de- escalate conflict situations

11. To demonstrate an ability to work as part of a team and on own initiative.

12. To demonstrate an approach to work which is flexible and adaptable to meet the needs of the service.

13. To hold extensive keyboard skills with software programmes, such as Word,Excel etc

14. To carry out all duties in a reliable and consistent manner.



Desirable Criteria

Educational :

NVQ Level 3 in Business Administration/Customer service/Health Administration

Experience:

· Previous experience in a Primary Care setting within the last 5 years
· Experience of Primary Care Clinical System
· Understanding of NHS services
· Leadership/supervisory recent qualification
· Customer service qualification
· Training in Conflict resolution or Complaints handling




To apply:

Please visit : www.thesurgerynewtownards.co.uk

Download the application pack

Return to: Louise.Bryson@gp.hscni.net

Closing date: Thursday 30th April 2026.
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