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KINGLASS MEDICAL PRACTICE 
Medical Administrator Vacancy 

__________________________________________________________________________________ 
 

Applications will only be accepted on the Practice’s Application Form.  
Prepared CVs will not be accepted as part of the application process.   
If you access the advert via the NHS Scotland Job webpages, do not submit the National NHS 
application form, this will not be accepted. 
Applications submitted via Recruitment Agencies will not be considered for this post.  
 

You can access the application pack on the Practice’s website 
www.kinglassmedicalpractice.co.uk via the Recruitment link on the homepage. 
 
An application form should be submitted to: 
FV.KinglassRecruitment@nhs.scot as WORD or PDF file attachment. 

or posted and marked: 
Private & Confidential 
FAO Alison McKenzie 
Practice Manager  
Kinglass Medical Practice 
Kinglass Centre 
Gauze Road 
Bo’ness  
West Lothian  
EH51 9UE 
 

Closing date 5pm Monday 28th September 2020 
__________________________________________________________________________________ 
 
 
Job Title:   Medical Administrator 
 
Hours Available:  25 Hours per week across 5 days  

NB Temporary COVID pandemic hours in place currently 
 
Rate of Pay:  Upon entry £11,336 per annum (£8.72 per hour) - Superannuated 

Higher starting salary may be awarded depending on skills and experience 
 

What is the Purpose of the Role? 

Our Practice team is made up of GPs, Practice Nurse, Healthcare Assistant, Advanced Nurse 

Practitioner, Community District Nurses, Heath Visitor, Physiotherapist, Mental Health Nurse, 

Pharmacist and Administrators.  This role within the team is to signpost patients about how to 

access services through telephone call handling or face-to-face at our reception desk in addition to 

supporting the smooth running of the Practice through a variety of administrative tasks such as 

processing prescription requests, work flowing documents electronically to clinicians, actioning 

clinician requests for administrative support and processing samples for dispatch to the area 

laboratory. This list is not exhaustive. 

http://www.kinglassmedicalpractice.co.uk/
mailto:FV.KinglassRecruitment@nhs.scot
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What is Important to know about the Role? 
The post holder would be joining a very busy but happy, positive Team. They would not feel bored or 
that in six months they are doing exactly the same thing as change will feel constant in this working 
environment. Working mostly at a computer workstation, the post holder will have good listening 
skills, be capable of simultaneously making procedural decisions while appropriately and assertively 
facilitating service users’ enquiries.  Applicants should be able to evidence the effectiveness of their 
communication and interpersonal skills and the ability to cope in a generally fast paced, at times 
pressured, workplace environment.  
 

This public service role will demand a consistent level of personal resilience. 
 

IT and keyboard skills are essential as is a willingness to work flexibly from time to time, to meet the 
needs of the service.  
 

Applicants should be aware of the legal responsibilities incumbent on the post holder regarding 
patient and Practice confidentiality, both on and off duty, particularly in the present day, social 
media-driven society. 
 

Kinglass Medical Practice is committed to Equality and Diversity and will provide training and 
mentoring in the role. The pace of continuing personal development would be dependent on the 
flexibility and aptitude of the individual in post.   
 

How Do I Apply?  
Applications will only be accepted on the Practice’s Application Form.  
CVs will not be accepted.   
If you access the job advert via the NHS Scotland Job webpages, do not submit the National NHS 
application form.  
Applications submitted via Recruitment Agencies will not be considered for this post.  
 

You can access the application pack on the Practice’s website www.kinglasmedicalpractice.co.uk via 
the Recruitment link on the homepage. 
 

Emailed applications must be submitted as attachments to the email, either as a WORD or PDF file. 
We are unable to access links to cloud-based files. 
 

The closing date for the receipt of applications is 5pm on Monday, 28th September 2020. However, 
applicants are encouraged to submit their applications as soon as possible.  
 
Receipt of applications will only be made by email and if specifically requested.  
 

The status of applications will be acknowledged in writing once the closing date has passed and a 
decision has been made about whether an applicant will be invited to the Interview stage or not. 
Depending on the volume of applications and pressures on our Services during the current 
Coronavirus situation, letters to applicants could take more than the usual time to complete but we 
will endeavour to be as timely as possible. 
 

Following the interview stage, the successful applicant will be subject to pre-employment checks, 
including Disclosure Scotland checks. As it is Practice Policy not to recruit registered patients, 
interested applicants who may be a registered patient should consider in advance that they would 
be required to leave this Practice and register elsewhere if they were successful.   

http://www.kinglasmedicalpractice.co.uk/

