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Markfield Medical Centre

 12 Month Part-Time Administrator/Receptionist Post 
(Maternity Leave cover)

Wednesday - Friday 
Hours of work between 1.15pm – 6.30pm 

We have a vacancy for an enthusiastic, positive, individual to join our hardworking and friendly team. We are looking to appoint a reliable person with excellent inter-personal skills and that have a positive outlook and a light-hearted nature.  

The ideal candidate will have previous experience in a similar role and must possess good organisational skills and be able to work under pressure, using their own initiative, following the guidance given. 

Ideally a number of years’ experience working in a primary care setting would be preferred, but is not essential as full training will be given in all aspects of reception and administration within the practice. Ideal candidates must be able to demonstrate excellent IT and customer service skills, with the ability to work as part of a team. Knowledge of working with SystmOne computer software would be advantageous but not essential as training will be provided.

We offer access to the NHS pension scheme; annual leave entitlement and salary will be according to experience.

Markfield Medical Centre
24 Chitterman Way
Markfield
Leicestershire
LE67 9WU
01530 249461

Deadline:  1st December 2025

Please e-mail a cover letter and CV to Kelly.jackson28@nhs.net and debra.hill8@nhs.net 
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