Beechwood Medical Practice
Job Title: Care Co-Ordinator Team Leader

Person Specification

Qualifications

Essential 
· GCSEs (or equivalent) in English and Maths at Grade C/4 or above
· Strong IT skills, including use of Microsoft Office and Outlook 
· Excellent organisational skills and attention to detail 
Desirable 
· Leadership or management training 
· NVQ Level 3 (or above) in Business Administration or equivalent qualification 


Experience

Essential
· Significant experience working in a busy reception or front-line customer service role 
· Proven team leadership or supervisory experience 
· Experience managing workloads and priorities in a fast-paced setting - 
· Experience of dealing directly with the public or patients in a professional and empathetic manner 
· Experience of providing customer service in person and over the phone 
· Experience of handling challenging or sensitive situations 
· Experience of working with the public 

Desirable	
· Experience working within a GP Practice or NHS setting 
· Experience using EMIS Web or similar clinical systems 
· Experience monitoring and improving performance standards 
· Experience managing rotas or staff schedules 



Personal Qualities / Skills

Essential 
· Polite and confident
· Flexible and co-operative
· Excellent interpersonal skills
· Motivated and proactive
· Ability to use initiative and judgement
· Ability to work under pressure
· Excellent customer service skills
· Strong organisational and planning skills
· Ability to use initiative and make decisions within scope of role
· Proficient IT skills, including Microsoft Office and telephone systems
· Ability to remain calm under pressure and handle difficult situations professionally


Desirable 

· Ability to contribute to service improvement
· Conflict resolution skills
· Understanding of primary care processes and patient pathways
· Knowledge of NHS administrative processes (referrals, registrations, recalls, etc.)
· Understanding of CQC requirements and compliance standards
· Familiarity with online consultation tools (e.g. eConsult, AccuRx, NHS App)
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