
 
 

Patient Services Advisor 
Hours – Part time - 25 per week.   Salary – Dependent on experience 

 
Thornhills Medical Practice is looking to recruit an experienced Patient Services Advisor to join 
our team. 
 
Job Summary: 

 To guide patients in the best use of resource within the practice and in the wider NHS, 
enabling them to access the most effective help for their presenting need. 

 To be responsible for undertaking a wide range of reception and administrative duties which 
link in and support the multidisciplinary team. 

 Duties can include but are not limited to, greeting and guiding patients, effective use of the 
appointment system, booking appointments, processing of information and assisting patients 
as required. 

 To act as the central point of contact for patients, the distribution of information, messages 
and enquiries for the clinical team, liaising with multidisciplinary team members and external 
agencies such as secondary care and community service providers.   

 To be familiar with and abide by the principles and core values that underpins the NHS. 
https://www.gov.uk/government/publications/the-nhs-constitution-for-england/the-nhs-
constitution-for-england 

 
Hours:  
25 hours per week. Fixed shifts however flexibility is essential. 

 Monday - 8:00am to 1:00pm 

 Tuesday - 8:00am to 6:00pm 

 Wednesday - 8:00am to 1:30pm 

 Friday - 1:00pm to 6:00pm 
The frequency of these shifts may vary to cover for staff absences. Weekly rotas are given out to 
staff in advance. You will also be required to cover on some occasions evenings and Saturday 
mornings to assist with improved access, extended hours and other clinics. 
 
Experience: 
Training will be provided however as a minimum, customer service experience and excellent 
communication (oral and written) are essential.   Experience of working in a GP surgery is 
desirable. You must work as part of a team, have the ability to adapt and embrace positively to 
change and observe strict rules about confidentiality at all times. 
 
We are a supportive, forward thinking GP training practice with a happy, reliable workforce 
providing care to approx. 14,300 patients.  There is a strong emphasis on high quality patient 
care, education and personal development. 

To find out more about the Practice and vacancy visit our website: 
http://www.thornhillsmedical.nhs.uk 

For informal enquiries or to apply with your CV and covering letter please contact Shanna Hine or 
Suzanna Gozdanovits at enquiries.thornhills@nhs.net or 01732 849980. 
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