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THE

MORTIMER SURGERY

72 Victoria Road

Mortimer    Berkshire   RG7 3SQ

Tel: 0118 9332436   Fax: 0118 9333801

OFFICE MANAGER

We are an 11,000 patient dispensing and training GP Surgery in a semi rural area close to Reading.

We are seeking a part time Office Manager to assist our Practice Manager in delivering organisational objectives.
The main focus of the role will be the preparation of administrative tasks, dealing with I.T. issues, health and safety, HR and premises maintenance.

The ideal candidate will have excellent organisational skills, I.T. proficiency and be an effective communicator.

Competitive salary pro rata depending on experience

Closing date 19th January 2025

Please e-mail your CV to debbie.cowley@nhs.net
_1303804313.bin

