Helen Wright
Leicester     |     t: 07700 900841     |     e: helen.wright@example.com
Personal statement
Medical secretary with nine years in hospital administration, following three years in GP reception. Support orthopaedic consultants with accurate correspondence, diary coordination and patient enquiries. Combine confident audio transcription and medical terminology with careful follow-up of outstanding administrative actions. Experienced in helping colleagues learn systems and keeping shared workloads organised.
Key skills
· Clinical correspondence, audio transcription and document checking
· Consultant diaries, clinic changes and pathway administration
· Patient enquiries, sensitive communication and confidentiality
· Patient administration systems, digital dictation and Microsoft Office
· Worklist monitoring, cross-cover and colleague induction
Work history
Medical Secretary — Orthopaedics, Band 4
Carlton Vale NHS Trust, Leicester	Jun 2021 – Present
· Provide secretarial support to three consultants, preparing around 120 clinic letters weekly and coordinating diaries with outpatient and theatre teams.
· Process digital dictation, check patient details and arrange clinician review; monitor clinic outcomes and follow up outstanding administrative actions.
· Introduced an ageing worklist and agreed daily cross-cover; dictations awaiting transcription for over five working days fell from 42 to 15 over three months.
· Handle patient and GP enquiries and route clinical queries to the appropriate team; trained two colleagues in correspondence and worklist routines.
Support Medical Secretary — General Surgery, Band 3	
Carlton Vale NHS Trust, Leicester	Apr 2017 – May 2021
· Prepared clinic letters, appointment information and records for general surgery consultants.
· Transcribed correspondence, clarified dictation and tracked documents awaiting clinician approval.
· Updated patient details and clinic outcomes, referring pathway discrepancies to the team lead.
· Liaised with diagnostics and other departments to locate information requested by the clinical team.
· Helped standardise document indexing; returned scans fell from 11 to four in two monthly quality checks.
· Provided planned cross-cover and maintained handover notes for outstanding correspondence and enquiries.https://www.freecvdownload.com
Medical Receptionist
Brookfield Medical Practice, Leicester	Mar 2014 – Mar 2017
· Booked appointments and updated patient contact details using EMIS Web.
· Handled telephone and reception enquiries, recording messages for the appropriate colleague.
· Scanned incoming correspondence and supported repeat-prescription administration under practice procedures.
· Organised paper records and helped colleagues reconcile documents after practice sessions.
Qualificationshttps://www.freecvdownload.com
Level 3 Certificate in Medical Terminology
City & Guilds / AMSPAR	2019
· City & Guilds Level 3 Diploma in Business Administration — 2016.
· Eight GCSEs including English Language and Mathematics — 2013.
· Medical audio transcription and patient administration system training completed in post.
Recent development
Trust learning and development	2025 – 2026
· Information governance, safeguarding and customer care updates (2026); patient pathway administration refresher (2025).
Hobbies and interests
· Reading: Member of a local book group.
· Walking: Weekend walks around Leicestershire.
· Cooking: Trying new recipes with family and friends.
Additional informationhttps://www.freecvdownload.com
Experienced in shared secretarial teams and planned cover across surgical specialties.
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