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HINDON SURGERY

PERSONAL SPECIFICATION FOR THE POST OF RECEPTIONIST/DISPENSER JULY 2026
Please make reference to these in your application, as you feel appropriate

Assessed by:


A
-
Application

R 
-
Reference
I
-
Interview

T
-
Task at Interview

	
	ESSENTIAL
	DESIRABLE
	Assessed at

	QUALIFICATIONS 
	
	
	

	Numeracy and literacy skills to GCSE Level C or above (equivalents accepted)
	(
	
	A



	Dispensing qualification – NVQ2 or equivalent
	
	(
	A

	EXPERIENCE
	
	
	

	Experience of different IT programmes
	(
	
	I

	Experience of Primary Care
	
	(
	A

	Experience of dispensing
	
	(
	A

	KNOWLEDGE/SKILLS
	
	
	

	Excellent keyboard and computer skills including use 

of Microsoft Office
	(
	
	A

	Demonstrable excellent communication skills
	(
	
	I

	An understanding and adherence to the need for strict confidentiality
	(
	
	I

	Excellent working understanding of customer care
	(
	
	T

	Knowledge of and ability to apply General Data Protection Regulations
	(
	
	I

	Working knowledge of SystmOne clinical system
	
	(
	A

	Knowledge of dispensing procedures and background
information (eg pharmaceutical names)
	
	(
	I

	Infection Control knowledge and understanding
	
	(
	I

	QUALITIES/ATTRIBUTES
	
	
	

	Cheerful and friendly
	(
	
	I

	Pleasant and articulate - excellent inter-personal skills
	(
	
	I

	Compassionate and empathetic
	(
	
	I

	Ability to use own judgement, resourcefulness and 

common sense
	(
	
	I

	Ability to work under direct supervision and 

determine own workload priorities
	(
	
	I

	Ability to work at part of an integrated multi-skilled 

team
	(
	
	I

	Pleasant and articulate - excellent inter-personal skills
	(
	
	I

	Ability to work under pressure
	(
	
	I

	Ability to work in a changing environment
	(
	
	A

	Ability to use own initiative, within given boundaries
	(
	
	I

	Excellent timekeeping
	(
	
	R

	Ability to deal with difficult situations with sensitivity 
	(
	
	I

	OTHER
	
	
	

	Flexibility of working hours/able to work at 

desired times and overtime if required
	(
	
	I
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