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We are currently recruiting for the following role: 

GP RECPTIONIST for Kells and Connor Medical Practice

REF NO. KR/02/26/


Hours:-  	Maternity Cover, Part-time, Full-time

Salary:-	To be negotiated

Location:- 	Kells and Connor Medical Practice	


Applicants must have 4 GCSE’s (Grade A-C) including English Language and Maths OR hold an NVQ Level 2 in Administration or Customer Service plus 2 year's administrative experience OR have a minimum of 2 years' experience of working in General Practice or a related environment.

The candidate must also have a good working knowledge of the Microsoft Office Suite.

In this role candidates will be expected to receive, assist and direct patients in accessing the appropriate service or healthcare professional in a courteous, efficient and effective way, while providing general assistance to the practice team. 


Recruitment for this post will close at 5pm on Wednesday 18th February 2026.

It is Dalriada Urgent Care’s intention to hold interviews week commencing 23rd February 2026.
An AccessNI enhanced disclosure check is a requirement of this post.

If you have any queries please contact HR.DUC@duc.hscni.net.


	THE ORGANISATION IS AN EQUAL OPPORTUNITIES EMPLOYER










DALRIADA URGENT CARE
KELLS AND CONNOR MEDICAL PRACTICE

JOB DESCRIPTION


TITLE			GP RECEPTIONIST
	
REPORTS TO		PRACTICE MANAGER

HOURS 	MATERNITY COVER, PART-TIME/FULL-TIME

SALARY 			TO BE NEGOTIATED

LOCATION			KELLS AND CONNOR MEDICAL PRACTICE


JOB SUMMARY


Receive, assist and direct patients in accessing the appropriate service or healthcare professional in a courteous, efficient and effective way.
Provide general assistance to the practice team and project a positive and friendly image to patients and other visitors, either in person or via the telephone.
	

Job Responsibilities: 

· Ensure an effective and efficient reception service is provided to patients and any other visitors to the practice
· Deal with all general enquiries, explain procedures and make new and follow-up appointments.
· Using your own judgment and communication skills ensure that patients with no prior appointment but who need urgent consultation are seen in a logical and non­disruptive manner.
· Explain practice arrangements and formal requirements to new patients and those seeking temporary cover and ensure procedures are completed.
· Receive and make telephone calls as required. Divert calls and take messages, ensuring accuracy of detail and prompt appropriate delivery.
· Enter requests for home visits onto the appointment screen, ensuring careful recording of all relevant details and where necessary refer to Duty Doctor.
· Process repeat prescription requests and ensure that they are ready for collection by the patient within 2 working days.
· Prepare lists and notes for all surgeries and clinics held, ensuring completion of all associated paperwork.
· Advise patients of relevant charges for private (non General Medical Services) services, accept payment and issue receipts for same.
· Enter patient information on to the computer as required.






· Patient notes and correspondence:
· Ensure correspondence, reports, results etc. are filed electronically or otherwise promptly and in the correct records, ensuring that all recent correspondence is available when patients are seen.
· Premises:
· Open up premises at the start of the day when first to arrive, de-activate alarm and make all necessary preparations to receive patients.
· When last to leave at the end of the day, ensure that the building is totally secured, internal lights are off and the alarm activated.
· Undertake any other additional duties appropriate to the post as requested by the GP Partners, Practice Manager or the Senior Receptionist.


Confidentiality:

· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately
· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers. They may also have access to information relating to the practice as a business organisation. All such information from any source is to be regarded as strictly confidential.
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.


Health & Safety:

The post-holder will assist in promoting and maintaining their own and others' health, safety and security as defined in the practice Health & Safety Policy, to include:

· Using personal security systems within the workplace according to practice guidelines
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
· Making effective use of training to update knowledge and skills
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
· Reporting potential risks identified.


Equality and Diversity:

The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:

· Acting in a way that recognizes the importance of people's rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
· Behaving in a manner which is welcoming to and of the individual, is non­judgmental and respects their circumstances, feelings priorities and rights.







Personal/Professional Development:
The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.


Quality:
The post-holder will strive to maintain quality within the practice, and will:
· Alert other team members to issues of quality and risk
· Assess own performance and take accountability for own actions, either directly or under supervision
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team's performance
· Work effectively with individuals in other agencies to meet patients' needs
· Effectively manage own time, workload and resources.

Communication:
The post-holder should recognize the importance of effective communication within the team and will strive to:
· Communicate effectively with other team members
· Communicate effectively with patients and carers
· Recognize people's needs for alternative methods of communication and respond accordingly.

Contribution to the Implementation Services:
The post-holder will:
· Apply practice policies, standards and guidance
· Discuss with other members of the team how the policies, standards and guidelines will affect own work
· Participate in audit where appropriate.

This job description is intended to be an outline of the job as it is currently seen and may be subject to review in light of the changing needs of the service.  It is not intended to be rigid or inflexible, but should be regarded as providing guidelines within which the post holder will work.  Other duties of a similar nature and appropriate to the grade may be assigned from time to time.



PERSONNEL SPECIFICATION


	ESSENTIAL CRITERIA


	SECTION 1: The following are ESSENTIAL criteria which will initially be measured at shortlisting stage although may also be further explored during the interview/selection stage.  You should therefore make it clear on your application form whether or not you meet these criteria. Failure to do so may result in you not being shortlisted. The stage in the process when the criteria will be measured is stated below.

	Factor
	Criteria

	Method of Assessment

	Qualifications / Experience 

	4 GCSE’s (Grade A-C) to include English Language and Maths
OR

NVQ level II in Administration or Customer Service plus 2 year's administrative experience
OR

A minimum of 2 years’ experience of working in General Practice or related environment.

	Original certificates & Application form


	Skills / Aptitudes
	· Working knowledge of Microsoft Office Suite
· Honesty
· Good numeracy skills
· Excellent communication ability both verbal and
written
· Highly organised and able to prioritise workloads
· Dependable and flexible
· Team player 

	Application Form & Interview




	SECTION 2: The following are DESIRABLE will ONLY be used where it is necessary to introduce additional job related criteria to ensure files are manageable. You should therefore make it clear on your application form how you meet these. Failure to do so may result in you not being shortlisted.


	Qualifications / Experience 

	· Experience of EMIS Web Clinical System Medical Terminology
· RSA Stage 2 Word/Text Processing

· 2 year's administrative experience 

	Application Form & Interview








NOTES TO APPLICANTS

· Candidates who are short-listed for the interview will need to demonstrate at interview that they have the required competencies to be effective in this demanding role.

· Appointments are subject to verification of appropriate qualifications.

· Canvassing either directly or indirectly will be an absolute disqualification.


As part of the Recruitment & Selection process it is necessary for The Organisation to carry out an Enhanced Disclosure Check through AccessNI before any appointment to this post can be confirmed.   Dalriada Urgent Care adheres to the AccessNI Code of Practice.

	To access a copy of the AccessNI Code of Practice, please Click here.



	THE ORGANISATION IS AN EQUAL OPPORTUNITIES EMPLOYER



Please note that the onus is on candidates to provide sufficient detailed information on their application forms in order to demonstrate how they meet each of the criteria.  Failure to do so may result in a candidate not being shortlisted since Selection Panels cannot make assumptions in the absence of essential information.
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   Reference No: KR 02/26__	     
 Return this form to : HR.DUC@duc.hscni.net	

Application for the post of: GP Receptionist, Kells and Connor	

Title:		First Name:








	
	
	
	
	
	
	
	
	


N.I Number
Last Name:








Address

Address Line 1:








Address Line 2:
Town:
County:	Post Code:




Communication Data



E-Mail:

Please note if provided we will use your email address as the primary method of correspondence.






Landline Number:

Work Number:


Mobile Number:



Which telephone number would you prefer us to use to contact you? Preferred Telephone number  Landline Number:

  Work Number:

  Mobile Number:



Current Driving License?

Yes ☐	No ☐                    






   Details of any endorsements:




Are there any restrictions on you taking up employment in the UK?
Yes ☐	No ☐      If yes, please provide details: 	




Education
Schools/Colleges/University (type only, e.g comprehensive, grammar, etc) and qualifications gained









Other training







Professional Registrations

	Name of
Professional Body
	Profession
	Registration
Number

	
	
	



Medical Defense Union/Medical Protection Society Number: 



References

Please name two suitable referees, at least one of whom should have knowledge of your present or most recent work as your Line Manager/Employer. One referee may supply you with a character reference, however, references are not acceptable from relatives or partners.



Title: (Mr, Mrs, Miss, Ms, Dr)	Title: (Mr, Mrs, Miss, Ms, Dr)

Name:			Name:



Occupation:		Occupation:			





Address:		Address:





Postcode:							   Postcode:





Phone No.	Phone No.




Email:	Email:


Can we contact this referee prior to interview?	Can we contact this referee prior to interview?

Yes ☐	No ☐	Yes ☐	No ☐



Employment History

Current/Previous Employment

Present Post



Employer Name:

Weekly Hours:


Salary/Wage:





Employer Address:


Start Date:
DD/MM/YY


Reason for Leaving



Job Title/Salary: 

Principal duties of present post:




 

Notice period in present post:

Previous posts
Please list all your previous posts beginning with the most recent including periods out of employment and any training.

	Name and Address
of Employer
	Job Title/
Salary
	Start Date
DD/MM/YY
	End Date
DD/MM/YY
	Reason for Leaving
	Duties

	
	
	
	
	
	

	
	
	
	
	
	









Previous posts (continued)

Please list all your previous posts beginning with the most recent including periods out of employment and any training.

	Name and Address
of Employer
	Job Title/
Salary
	Start Date
DD/MM/YY
	End Date
DD/MM/YY
	Reason for Leaving
	Duties

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



If you have any gaps in your career history, please include and explain these in the box below.













Please demonstrate how you meet the essential criteria of the post?













Please demonstrate how you meet the desirable criteria of the post?

















Disability

Do you require a reasonable adjustment for reasons related to a disability to allow you to attend for interview? 
Yes ☐		No ☐

If yes, please give details



Please note if you have a disability and require reasonable adjustments to undertake the duties of the post, this will be managed as part of any conditional offer process. The final offer of employment would be subject to agreement of reasonable adjustments to allow you to fulfil the needs of the post. 

Cautions, rehabilitation and criminal records 
Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 5(2) of the Rehabilitation of Offenders (Northern Ireland) Order 1978, by virtue of The Rehabilitation of Offenders (Exceptions) Order (Northern Ireland) 1979, which means that convictions that are spent under the terms of the Rehabilitation of Offenders (Northern Ireland) Order 1978 must be disclosed, and will be taken into account in deciding whether to make an appointment. Any information will be completely confidential and will be considered only in relation to this application.
Because of the nature of our business you are required to submit to a Criminal Records check. Any disclosure made will remain strictly confidential.

Do you authorise us to obtain any necessary information in connection with this application for employment? 
Yes ☐		No ☐

Is there any reason why you cannot work in regulated activity?
Yes ☐		No ☐

Have you ever been convicted in a Court of Law and/or cautioned in respect of any offence?
Yes ☐		No ☐


  If yes, please give details



It should be noted that disclosure of a conviction does not necessarily debar any applicant from obtaining employment with Dalriada Urgent Care.  Out written policy on the Recruitment of Ex-Offenders can be found on our website:- Dalriada Urgent Care – Out of hours GP Services / Working With Us






Special requirements 

Because this position may involve the care of children and/or vulnerable adults employment is dependent on 
the following:
1) Your written consent to obtaining a disclosure of criminal records including any convictions that are spent under the terms of the Rehabilitation of Offenders (Northern Ireland) Order 1978.
2) Such disclosure being acceptable to us.
The disclosure check will be carried out by AccessNI.  Dalriada Urgent Care adheres to the AccessNI Code of Practice, which is available at:-  AccessNI Code of Practice (nidirect.gov.uk)

As per the AccessNI Code of Practice, our written policy on the Secure Handling, Use, Storage and Retention of Disclosure information is available on our website:- Dalriada Urgent Care – Out of hours GP Services / Working With Us section.

3)   Proof of identity – birth or marriage certificate (where appropriate) and passport (if available).
4)   Two satisfactory written references.
5)   That you will supply a photograph of yourself for retention in your records.
6)   Evidence of physical or mental suitability for your work. 

Declaration


1. I confirm that the above information is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered.

2. Should we require further information and wish to contact your doctor with a view to obtaining a medical report, the law requires us to inform you of our intention and obtain your permission prior to contacting your doctor. I agree that the organisation reserves right the right to require me to undergo a medical examination. In addition, I agree that this information will be retained in my personnel file during employment and for up to six years thereafter and understand that information will be processed in accordance with the Data Protection Act.

3. I agree that my previous employers may be approached for references. I also agree that should I be successful in this application, I will, if required, apply for a full disclosure of criminal records, including any spent convictions. I understand that should I fail to do so, or should the disclosure or reference not be satisfactory, any offer of employment may be withdrawn or my employment terminated.


Signed:							Date: 









CONFIDENTIAL									REFERENCE NO:- KR 02/26/
MONITORING QUESTIONNAIRE
					
  DALRIADA URGENT CARE

GUIDANCE NOTES:

We are an Equal Opportunities Employer.  We aim to provide equality of opportunity to all persons regardless of their religious belief; political opinion; sex; race; age; sexual orientation; or, whether they are married or are in a civil partnership; or, whether they are disabled; or whether they have undergone, are undergoing or intend to undergo gender reassignment.

We do not discriminate against our job applicants or employees on any of the grounds listed above.  We aim to select the best person for the job and all recruitment decisions will be made objectively.

In this questionnaire we will ask you to provide us with some personal information about yourself.  We are doing this for two reasons.

Firstly, we are doing this to demonstrate our commitment to promoting equality of opportunity in employment.  The information that you provide us will assist us to measure the effectiveness of our equal opportunity policies and to develop affirmative or positive action policies.

Secondly, we also monitor the community background and sex of our job applicants and employees in order to comply with our duties under the Fair Employment & Treatment (NI) Order 1998.

You are not obliged to answer the questions on this form and you will not suffer any penalty if you choose not to do so.

Nevertheless, we encourage you to answer the questions below.  Your identity will be kept anonymous and your answers will be treated with the strictest confidence.  We assure you that your answers will not be used by us to make any unlawful decisions affecting you, whether in a recruitment exercise or during the course of any employment with us.  To protect your privacy, you should not write your name on this questionnaire.  The form will carry a unique identification number and only our Monitoring Officer will be able to match this to your name.


1.  COMMUNITY BACKGROUND:  

Regardless of whether they actually practice a particular religion, most people in Northern Ireland are perceived to be members of either the Protestant or Roman Catholic communities.

Please indicate the community to which you belong by ticking the appropriate box below:-


I am a member of the Protestant community:-		


I am a member of the Roman Catholic community:-	
	

I am not a member of either the Protestant or the Roman 	
Catholic communities:-

If you do not answer the above question, we are encouraged to use the residuary method of making a determination, which means that we can make a determination, which means that we can make a determination as to your community background on the basis of the personal information supplied to you in your application form/personnel file.

2.  SEX:

Please indicate your sex by ticking the appropriate box below:-


Male:         	


Female:       		

Note:-  If you answer these questions about community background and sex you are obliged to do so truthfully, as it is a criminal offence under the Fair Employment (Monitoring) Regulations (NI) 1999 to knowingly give false answers to these questions.	
3.  AGE:

Please state your date of birth:  ____/____/____

4.  RACIAL GROUP:

Please state your nationality:

My Nationality is  ________________________________________________________________


Please indicate your race or colour or ethinic or national origins:

White   		Chinese	




Irish Traveller   		Indian			




Pakistani                           	                                Bangladeshi		



Black Caribbean     		                                Black African	





5.  DISABILITY:

Under the Disability Discrimination Act 1995 a person is deemed to be a disabled person if he or she has a physical or mental impairment which has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities.  Please note that it is the effect of the impairment without treatment which determines whether an individual meets this definition.

Do you consider that you are a disabled person?

Yes:-                 		No:-         



If you answered “yes”, please indicate the nature of your impairment by ticking the appropriate box 
or boxes below:


Physical impairment, such as difficulty using your arms, or mobility issues requiring you to use 		      
a wheelchair or crutches:


Sensory impairment, such as being blind or having a serious visual impairment, or being deaf or 	
having a serious hearing impairment:


Mental health condition, such as depression or schizophrenia:						

Learning disability or difficulty, such as Down’s Syndrome or dyslexia, or Cognitive impairment, 		

such as autistic spectrum disorder;


Long-standing or progressive illness or health condition, such as cancer, HIV infection, diabetes,
Epilepsy or chronic heart disease:


Other (please specify)								

________________________________________________________________________________________

________________________________________________________________________________________	

________________________________________________________________________________________












6.  SEXUAL ORIENTATION:

Please indicate your sexual orientation by ticking the appropriate box below:

My Sexual Orientation is towards:


Persons of a different sex to me:                        						
(i.e. I am a heterosexual man or woman)

Persons of the same sex as me:                  

(i.e. I am a gay man or lesbian)


Persons of both sexes:		                      
(i.e. I am a bisexual man or woman)



7.  MARITAL STATUS / CIVIL PARTNERSHIP STATUS:

Please indicate whether you are married or in a civil partnership by ticking the appropriate box below:

Are you married or in a civil partnership?



Yes:-                        No:-      





8.  Dependants / Caring Responsibilities


Do you have dependants, or caring responsibilities for family members or other persons?

Yes:-                        No:-     



If you answered “yes”, please indicate whether your dependants or the people you look after are:

(Please tick the appropriate box or boxes):

A child or children:	    


A disabled person or persons:    



An elderly person or persons:     


Other:		      

If “Other”, please specify:-  ________________________________________________________



The Information will subsequently be transferred to the monitoring system operated for the Board by the Equality Assurance Unit.  There it will be strictly controlled in accordance with an agreed Code of Practice.
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