PRACTICE ADMINISTRATOR

Flexible hours and days, 18 – 20 hours per week, 

Independent Rehabilitation Services is a multi-disciplinary rehabilitation service. An opportunity exists for a skilled person for receptionist and administration duties to commence late January 2012.
Desirable skills and attributes:

-
attention to detail

· positive attitude with clear and pleasant phone manner

· computer skills essential – experience desirable in Word, Excel, Outlook, MYOB

· ability to complete tasks with excellent organisational skills

-
confidence when liaising with people of all abilities

Please contact: Trish Johnson, Clinical Services Manager

tjohnson@independent-rehab.com.au, Telephone 9885 2533.

