[bookmark: _GoBack]Bydand Medical Group, Rhynie & Huntly Branches
Require a Full Time Receptionist - 37hrs per week

We are seeking an enthusiastic and reliable receptionist to join our friendly team, working across our Rhynie and Huntly Branch surgeries. 

You will need excellent organisational, interpersonal and communication skills, alongside a good understanding of confidentiality and basic computer skills.
 
Full training will be provided across all office roles and duties.

For the right candidate we would consider a trainee receptionist for this position.

Main duties (not an exhaustive list) 
· Answering the main Health Centre switchboard 
· Electronically filing patient letters, results and other documentation 
· Processing patient prescriptions 
· Handling telephone calls and face-to-face enquiries at the front desk 
· Carrying out actions requested by clinicians and other members of the admin team 
· Regular use of email systems 
· Assisting with opening and locking up the Health Centre 
· Using practice computer programmes 
· Using Microsoft Word and Excel 
· Communicating with all members of the Health Centre team, Jubilee Hospital team, local pharmacies and other health professionals 

Hours of work 
· Monday: 	9:00am – 6:00pm (lunch 1:00pm – 2:00pm) – Rhynie 
· Tuesday: 	9:00am – 6:00pm (lunch 1:00pm – 2:00pm) – Huntly 
· Wednesday: 	9:00am – 6:00pm (lunch 1:00pm – 2:00pm) – Rhynie 
· Thursday: 	8:00am – 1:00pm or 1 – 6pm			– Huntly 
· Friday: 	9:00am – 6:00pm (lunch 1:00pm – 2:00pm) – Rhynie 

Important: Working until 6:00pm is an essential requirement of this post. The successful candidate must be flexible and willing to provide holiday and sickness cover when required, which will involve working between both branch surgeries.  The successful candidate must have transport to both surgeries.

Salary 
Please contact the Practice directly for details of the pay rate and salary. The successful applicant will be enrolled in the NHS Pension Scheme. 

If you require more information or to request a full job description please contact Laura Watson, Assistant Practice Manager.
Applications should be your CV with a covering letter.
Applications should be submitted by 12noon on Friday 22nd May 2026:

Please see below contact details for enquiries and applications to be sent to:

Mrs Laura Watson
Assistant Practice Manager
Bydand Medical Group
Bleachfield Street
Huntly, AB54 8EX
Email Enquiries/applications: gram.bydandadministrator@nhs.scot
Telephone No. 01466 792116
