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Part-Time Medical Receptionist

Join our friendly, supportive and highly regarded GP practice in the heart of Cleobury Mortimer
We are seeking a welcoming, organised and professional Medical Receptionist to join our reception team for 17 hours per week across two days. This opportunity has arisen due to a valued team member reducing their hours, so you will be joining a balanced and experienced team within a well-respected practice.
About Us
Based in our modern, purpose-built premises in the town of Cleobury Mortimer, we are supported by a skilled multidisciplinary team dedicated to delivering high-quality healthcare services to over 7,100 patients. We are proud to be a well-organised, high-performing practice with a strong positive reputation within our local community.
You'll be joining a supportive and well-respected practice that prides itself on delivering excellent patient care while treating patients, colleagues and visitors with dignity, compassion and respect.
The Role
As the first point of contact for patients, visitors and healthcare professionals, this is a varied and rewarding role that is ideally suited to someone who is approachable, organised and able to remain calm under pressure. Working as part of our friendly reception team, you will play a key role in ensuring the smooth day-to-day running of the practice while delivering a professional, efficient and compassionate service to our patients. 
Your responsibilities will include booking and managing appointments, handling telephone enquiries, undertaking a range of administrative tasks and acting as an important link between patients and the clinical team. We are looking for an individual who is committed to delivering excellent customer service, communicates effectively at all levels and maintains a positive and professional attitude within a busy healthcare environment. Experience in a similar patient-facing role would be advantageous, although full training will be provided for the right candidate.
The role requires excellent verbal and written communication skills, strong organisational abilities and the flexibility to work collaboratively with colleagues while adhering to practice policies and procedures. This position is for 17 hours per week across two days, with working hours falling between 8:00am and 6:30pm, Monday to Friday, with days to be agreed with the successful applicant. There may also be opportunities to provide additional cover for staff sickness, annual leave, service requirements and our extended hours clinics, which operate between 6:30pm and 8:00pm on a rota basis.
Key responsibilities include:
· Providing a welcoming and professional service to patients, service users and visitors. 
· Managing appointments and maintaining the practice appointment system. 
· Handling incoming telephone calls, emails and patient enquiries efficiently and professionally.

· Undertaking a range of both reception and administrative duties. 
· Acting as a key point of liaison between patients, clinicians and external healthcare services. 
· Supporting colleagues and contributing to the smooth day-to-day operation of the practice. 
· Providing additional cover for sickness, annual leave and occasional service requirements when needed.
Hours & Benefits
· 17 hours per week across 2 days 
· Opportunities for additional hours to cover sickness, annual leave and service requirements 
· Membership of the NHS Pension Scheme 
· Free onsite parking 
· Ongoing training and career development opportunities 
· Supportive and friendly team environment 
· Opportunity to work within a well-established and respected GP practice
This role requires: 
A Disclosure and Barring Service (DBS) report.  
Proof of right to work in the UK. 
Completed references. 


Contract Type:  Part-Time - Permanent (with a probationary period of 6 months). 
Rate of Pay: £12.71 per hour, with salary reviews linked to training, development and annual practice pay awards.
Closing date: Friday 25th September 2026 
Interview Date/s: To be confirmed. 
We reserve the right to close this vacancy early should sufficient applications be received. 
To apply, please send a CV and application form to:
Cate Tolley – Practice Manager 
cleoburymortimerpm@nhs.net  
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