BRORA AND HELMSDALE MEDICAL PRACTICE
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Part Time Admin Assistant
20 hours per week with the opportunity to increase hours to cover holiday & maternity leave
Due to the increase in workload, there is an opportunity for a part time Admin Assistant for 20 hours per week to join our small, friendly GP practice in Brora & Helmsdale.  There will be the opportunity to increase these hours to cover holiday and maternity leave.
The ideal candidate must have experience in dealing with the public and be flexible in terms of hours. You will also need to be keen and quick to learn, have good IT skills, be able to work within a team and have empathy for patients' needs.  Some experience of working in a GP practice or the NHS is preferred but not essential as training will be given.  Salary awarded according to experience.  
Closing Date: Friday 18th September 2026
Please send your CV along with a covering letter to: 
Mrs Angela MacDonald, Practice Manager, Brora & Helmsdale Medical Practice, Station Square, Brora, Sutherland, KW9 6QJ.   angela.macdonald3@nhs.scot
