
 
 
 

 

 
 
 

An exciting opportunity has arisen within our team for 
a Modern Apprentice, Patient Care Adviser. 
 
 

Job title: Patient Care Advisor 

Apprenticeship level: SCQF level 6 

Framework: Business and Administration 

Closing date:30/09/2021 

Salary: £7.5 - £8.5 per Hour 

Working hours:37 per week 

Learning provider: Rewards Training 

 

Job Description 

Job overview: Reception and administration duties including: Answering the telephone 

Dealing with patients at the reception desk Deal with mail, results, prescriptions and general 

queries o Scanning and filing documents to patient medical records Managing online consult 

requests Action Daybook, Docman and Mail manager Liaising with patients, Clinical team and 

colleagues Provide cover for appropriate staff as required Other appropriate tasks as required 

by the practice Care navigate patients to the most appropriate member of the health care 

team Support patients through our practice systems. 

 

What skills will I learn? you will be given a full induction into the role, will be mentored 

and coached accordingly. You will learn how to manage reception, improve your telephone 

skills, how to undertake all admin tasks and how to effectively use all IT systems in use. You 

will also learn how to work to tight timescales within a pressured environment whilst 

developing your customer service and communication skills. 

 

What qualifications or qualities are required? You will have recently left school with 

minimum Nat 5 in English and Maths, Nat 5 in Business, Administration, IT would be 

desirable too. Highers would be an advantage. Effective keyboard skills:    Team worker 

Good Communicator You must present yourself well, have excellent verbal and written 

English skills and have good communication and interpersonal skills. You must also be 



confident with Microsoft office IT systems. Previous customer service experience would be an 

advantage and essential personal qualities include confidence, attention to detail and 

empathy. Confidential:  Work without supervision Cooperative Accurate Considerate to others 

Honest Flexible Approachable Self-motivated Empathetic 

 

Contact name Sharon Miller 

Telephone number:07772145803 

Email address: Send applications directly to sharon.miller@rewardstraining.com 

 
 


