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Fairfield Independent Hospital 

Person Specification   

Post

:
Medical Records Supervisor 





Pay Grade
:   
Band C 


	Attributes
	Essential
	Desirable
	Method of Assessment



	Education/Qualifications


	Educated to GCSE standard plus additional specialist knowledge acquired through training and experience.

 
	ECDL or equivalent IT qualification.
	Application form supported by relevant certificates if requested. 

	Knowledge


	
Sound knowledge of Microsoft office applications.
	Knowledge of the Data Protection Act 1998 and Access to Health Records Act 1990.
	Application form supported by evidence at interview.

	Experience


	Two years experience working in an office environment.  

Working as part of a team to achieve deadlines.


	Experience of healthcare administration.
	Application form supported by evidence at interview.

	Skills and Abilities


	Ability to present well reasoned and structured argument orally and in writing.

Proficient in the use of ICT applications to support efficient work activity.

Ability to manage priorities in order to meet specific deadlines.

Good team building and people supervisory skills.


	
	Application form supported by evidence at interview.

	Approach


	Ability to work under pressure.

Flexible in approach to work.  Can do attitude. 


	
	Evidence at interview.
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