
 

 

 

Multi-Specialty Medical Secretary 

- Gosford Private Consulting Suites (GPCS) 

 

Gosford Private Consulting Suites (GPCS) is a busy specialist practice providing secretarial services to a 

range of practitioners including oncology and cardiology and paediatrics. It links directly with Gosford 

Private Hospital and ensures all patients are admitted via the specialists’ room to our hospital through a 

professional and supportive approach. 

About the Role  

We are offering an exciting opportunity for an experienced medical secretary to join us. The successful 

applicant will be able to juggle multiple tasks, be quick thinking on their feet, and be willing to learn and 

adapt to a busy environment. 

The position is a casual role for the successful applicant with a range of hours rostered usually between 

7.45am – 5.30pm. The practice is semi paperless operating over multiple software systems – with this in 

mind high level computer skills are essential. We are looking for a dynamic individual with a positive 

outlook who will be well presented, motivated and driven to deliver the highest standard of patient care 

with exceptional attention to detail.   

Primary duties will include, but are not limited to: managing electronic patient files, appointment book 

management, general medical administration duties including assisting with patient enquiries, 

emailing/efaxing and taking phone calls, billing and customer service. Good general knowledge and 

experience in Blue Chip, Gentu, Halaxy, Odyssey, and Emdat is desirable but not essential for a quick 

learner.  

ESSENTIAL CRITERIA 

 Exceptional computer skills & thorough knowledge of Microsoft Outlook (including 
outlook, word & excel) 

 Private practice experience or previous experience in a similar 
role (familiarity with Medicare) 

PERSONAL ATTRIBUTES 

 You show compassion and empathy towards patients  

 Your customer service and interpersonal skills are outstanding   
 You have impeccable attention to detail  

 You have excellent presentation and a positive outlook 

 You have the ability to work under pressure, are self-directed 
and show outstanding time management skills 

 You remain calm and professional in a busy practice 
environment 

 You must be available for a variety of shifts, both open and 
close and able to work collaboratively in a team environment. 

 
Please forward your application including cover letter and a short 
1-2 page resume to the practice manager - 
kylee.rew@healthecare.com.au  
 

Only applicants who meet the above criteria will be contacted.   

Applications Close:  Monday 14 June 2021 
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