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Interview Questions - Practice Receptionist/Administrator

The below questions are intended as inspiration, you do not need to ask them all.

Experience
· Tell us about your previous/current position and responsibilities.
· What qualifications or experience in your previous roles can you bring to this role?
· Describe your experience of using phone systems and computer systems.

Understanding of Role
· Why would you like to work in this practice?
· What makes you suitable for this role?
· Beyond their basic duties, what role does a receptionist play in the smooth running of the practice?
· What tasks do you expect to perform on a daily basis? How would you manage them?

Skills
· Tell us about a situation you have experienced that would demonstrate your ability to work under pressure. 
· Describe a responsibility you currently have where attention to detail is critical. Why?
· Give us an example of a time you had to deal with a difficult patient.
· Give us an example of a time you had to deal with a difficult co-worker.
· How do you ensure that confidential information is kept safe? What do you know about GDPR?
· Tell us about a time when you encountered a patient emergency? What process did you follow?

Personal Suitability
· What are your strengths? What would you like to continue to develop?
· Give us an example of when you worked well as part of a team.
· Describe a time when you had to adapt to change at work.
· What do you feel you can contribute to the position?
· What aspects of the position do you think you might find difficult?

Closing
· Any questions for us? 
· Indicate what will happen next & when.
													


Essential Competencies/Personal Attributes:
· Communication & interpersonal skills
· Demonstrate high level communication and interpersonal skills, remaining calm and professional under pressure. 
· Maintain trust and confidentiality with all stakeholders, using discretion when dealing with sensitive information. 
· Planning & organising skills
· Multi-task and prioritise with meticulous attention to detail.
· Teamwork & collaboration
· Ability to work as part of a team
· Professional & technical expertise
· Ability to operate phone and IT systems effectively.
· Judgement & problem solving skills
· Willingness to learn and undertake relevant training
· Empathetic
· Self-motivated, use of initiative
· Adaptable, assertive, enthusiastic and flexible
Whilst all care has been taken in preparing this document, this information is a guide only and subject to change without notice.
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