Kyles Medical Centre	
Tighnabruaich
PA21 2BE

Dr Alida J MacGregor	Tel: 01700 811207
Dr Nicola S Hallum	Fax: 01700 811766


JOB VACANCY
Receptionist / Dispenser (Fixed Term)
Kyles Medical Centre, Tighnabruaich (Rural GP Practice)
We are looking for a motivated and reliable individual to join our friendly, supportive team at Kyles Medical Centre, a small rural and remote GP practice on the Cowal peninsula.
This is a fixed-term post (6-12 months) to support the practice, with part-time hours (to be agreed, minimum 16 hours). 
While the post is offered on a 6–12 month fixed-term basis, we would also be interested in hearing from applicants with relevant skills but more limited availability where this could support the needs of the service.
About the Role
This is a varied and patient-facing role combining reception, administrative and dispensing duties. You will be an important first point of contact for our patients and play a key role in supporting the smooth running of the practice.
Duties include:
· Welcoming patients and managing enquiries in person and by telephone
· Booking appointments and managing clinic schedules
· Processing prescriptions and supporting dispensary activity in line with SOPs
· Managing patient records, referrals and correspondence
· General administrative tasks including scanning, filing and email management
· There may also be the opportunity for the successful candidate to undertake some limited Healthcare Assistant (HCA) duties, depending on experience and training.
About You
We are looking for someone who:
· Has excellent communication and interpersonal skills
· Works well as part of a small team in a rural setting
· Has good IT skills (e.g. Microsoft Office systems)
· Is organised, reliable and able to prioritise workload
· Previous NHS, primary care, customer service or dispensing experience is desirable but not essential (training will be provided)
What We Offer
· A friendly, supportive working environment within a small rural practice
· Opportunities to develop skills across reception, administration and dispensing
· Flexible working arrangements where possible
Further Information
For an informal discussion or to request a full job description, please contact:
Kate Mills, Practice Manager
Kyles Medical Centre, Tighnabruaich, PA21 2BE
Tel: 01700 811207
Email:
How to Apply
Please submit a CV and covering letter outlining your suitability for the role by email or post.
tighnabruaich.health@nhs.scot
Closing date: 27th July 2026.
Interview date: Monday 3rd August.


