
1 | P a g e  

 

 

 

Job Title:  Medical Secretary/Personal Assistant to the GPs 

 

Reporting To:             The Partners  

 

 

Position Summary: 

 

The Personal Assistant is part of the team providing administrative support for the Partners, GPs and the 

Practice.  The common aim of the Team is to enable the Partners and GPs to practise healthcare and to 

assist with the smooth and effective running of the business.   

 

The PA, amongst other things, will be responsible for the management of time, diary organising, message 

taking, typing, and letter writing for all the Partners and GPs.  The PA will have overall responsibility for 

specific Partners and GPs, but should still be prepared to undertake other work from different parties when 

necessary.   

 

The Team will work closely together, and all members must be responsible for ensuring that work is 

completed in a timely and accurate manner, and that work, information, and knowledge is communicated 

effectively for the benefit of the Practice.   

 

All members of the Team are responsible for ensuring that the Practice is efficient and effective and that its 

objectives and needs are fully met.  

 

 

Duties and Responsibilities: 

 

 In conjunction with the Rota Manager, diary management for the Partners and GPs to include, inter alia, 

the planning of appointments, absences, administrative time, annual leave and visits. To ensure all 

required appointments are made and the GPs reminded of them prioritising as and when necessary.  

 

 Ensuring Partners and GPs have all relevant documentation and information pertaining to appointments 

and meetings. 

 

 When requested, to attend meetings and take Minutes. Type up Minutes and distribute to all relevant 

persons in a timely fashion. 

 

 The typing of Correspondence, Minutes and Reports both in written and audio form. To be completed in a 

timely fashion. 

 

 To liaise with business associates to ensure maximum effectiveness of the Partners’ and GPs’ time. 

 

 Communication. To ensure effective communication at all times between the PA and other 

administrative staff so that all teams are kept fully informed of all relevant and necessary information. 
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 To use the EMIS WEB clinical system for the recording of information into Patients’ notes.  Use of the 

letter and referral templates. E-referrals and to have knowledge of other electronic equipment such as 

Lexacom and Docman. 

 

 To take messages and action queries promptly and courteously or to forward them to the relevant staff 

member.   

 

 To deal with all incoming documentation and invoices as appropriate.  

 

 To be part of the Team responsible for ensuring that printers and photocopiers are filled with paper and 

that the shredding box is emptied as and when necessary. 

 

 Ad Hoc duties to be undertaken as necessary and as requested to ensure the effectiveness and 

efficiency of the Practice and other Teams. 

 

 To be flexible in approach, recognising the needs of a developing Practice. 

 

 To assist when required with the training and development of other Practice staff in Secretarial skills. 

 

 To undertake such other duties as may reasonably be required. 

 

 Undertake and administer special projects as assigned by the Partners 

 

Skills and Abilities: 

 

 To be able to work on one’s own initiative 

 

 To be able to share information and work effectively as part of a Team within the Practice 

 

 To communicate well with colleagues at all levels 

 

 To have the ability to maintain strict rules of confidentiality 

 

 To be flexible in working relationships and work tasks 

 

 To have excellent written and spoken communication 

 

 To have excellent word processing and computer skills 

 

 To have the ability to prioritise work 

 

 To have excellent organisational skills with attention to detail.  

 

 To have the tenacity to see things through to completion 

 

 A patient-centred approach         and finally . . . . 

 

 Good sense of humour! 

 

This Job Description is neither exhaustive nor exclusive and the post holder will be required to carry out any 

duties reasonably requested by the Partners, GPs or the Practice Manager.   Further, this job description may 

change in the light of developments within the Practice, National Policies or Personnel Factors and will then 

be subject to amendment in consultation with the post holder. 

 


