LONDON
GYNAECOLOGY

About Us

London Gynaecology is a leading, Private Equity backed private women’s health practice, currently based
at three locations: our Centre of Excellence on Harley Street, our clinic based out of The Portland Hospital,
one of London’s leading private hospitals, and our independent clinic in the City of London. With over 20
consultants & GPs, the practice is busy and dynamic and sees in excess of 1500 patients monthly. Over the
coming few years, we are planning to rapidly expand the number of clinics and clinical services we provide,

beginning with a new clinic in Richmond in October 2025.

Our Ethos & Mission is to provide excellent, expert advice and high quality personalised healthcare at every
stage of the patient pathway, ensuring the best possible outcomes for our patients relating to their

gynaecological and reproductive health. Our Values are to work together as “ONE TEAM”:
» Ownership
» Nurturing
» Excellence
» Trust
» Empathy
» Accessibility
» Mentorship

We believe it is important to treat every patient and colleague with honesty, dignity and respect. Cultural
fit is non-negotiable. We are a team, the wellbeing of our staff is paramount and we treat each other with
respect and kindness. We are looking for team members who embody these values, are team-players and
will go above and beyond to deliver excellent patient service and contribute to making LG a wonderful place

to work.
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The Role

We are actively seeking candidates for an instrumental role at our practice, Front of House Assistant. The role
is a critical one as it is the first face to face contact a patient will have with London Gynaecology and will aid the
smooth running of the clinic daily. This is a great opportunity for someone with excellent reception,

administrative and customer service skills, who is looking to add to their responsibilities.

The role will sit in the administration team and will report to the Clinic Manager. In addition to the key

responsibilities, the role will also support the practice secretaries where required.

The hours are 35 hours per week, and your shifts will depend on what clinics are running (usually it will be one of
the following: 8am - 4pm, 9am -5pm or 10am - 6pm; Monday - Friday, although the occasional Saturday may be

required).

We are currently looking for two candidates for Front of House Assistant—one to be based in our Moorgate clinic

in the City of London and one to be based in our new clinic in Richmond.

Key Responsibilities

» Responsibility for reception and waiting area, ensuring a clean, tidy and welcoming environment.

» Initial greeting of patients; warm welcome to the practice.

» Liaising with all patients, visitors, consultants and users of the clinic to ensure the smooth running of the
clinic.

» Assisting patients in navigating the clinic.

» Invoicing and taking payments following appointments.

» Being last point of contact before patients depart the clinic and ensuring their visit has been satisfactory.

» General administrative duties such as filing, scanning results and documents into patient notes and posting

letters.

Front of House & Administrative Duties

» Greetall patients and create a pleasant and relaxed atmosphere for everyone
Ensure reception and waiting areas are kept tidy and clean at all times

Obtain all client details promptly and accurately and maintain accurate patient registration from database
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Complete patient registration, checking patient details and updating records as required

Manage delays by communicating with nurses / consultants at the clinic and keep patients informed on
arrival / before arrival

Work with secretaries and nurses to collect reviews and feedback

Create invoices and taking payments

Deal with and respond to emails as required

Open and distribute daily post in a timely manner

Scan and file patient correspondence onto the system

Arrange any further appointments, scans and referrals as per consultant requests

Manage prescription requests and deliveries in clinic

Answer any telephone calls promptly

Chaperoning where required (training will be given)

Keep your knowledge up-to-date of all the services and products that London Gynaecology provides
Keep up to date with mandatory training

Support the practice in administrative tasks as required

Support the practice secretaries in general, particularly during short periods of leave

Experience & Qualifications

The ideal candidate will have held a receptionist or front of house role previously, preferably within a medical
environment

PC experience (MS Office Suite) - essential

Practice manager software (Semble) experience - valuable but not essential

CRM experience (Hubspot) — valuable but not essential

Required Qualities

Positive and friendly attitude and demeanor, this role is often the first face to face experience that a patient
has with London Gynaecology

Excellent customer service skills

Sympathetic and caring: patients can sometimes be anxious or worried, a caring and sympathetic attitude

is most important
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High attention to detail

Ability to multi-task, work well under pressure and stay calm during busy periods

Discreet approach, the nature of our work is confidential and often sensitive. When speaking with patients
a discreet approachis required

A willingness to pitch in and work outside of the core responsibilities of the role; we are a small team and we
all work as needed from time to time

Good telephone manners.

Team-player; to be able to work collaboratively, respectfully and in live with London Gynaecology’s values.
Positive attitude and demeanour.

High attention to detail.

Ability to manage multiple priorities in a fast-paced environment.

A willingness to be flexible, pitch in and work outside of the core responsibilities of the role; we are a small

(but growing) team, and we all work as needed from time to time.

Benefits

25 days holiday + bank holidays per year
Private Pension
Private Health Cover (BUPA)

Social Events
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Access to healthcare appointments via London Gynaecology

Salary

Competitive; dependent on experience

Disclaimer
The job duties and responsibilities outlined are not exhaustive and may be subject to
change.




