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MEDICAL VIRTUAL ASSISTANT
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Professional Medical Administration
Support Tailored to You

405
| provide specialist medical administration, transcription and business support
to healthcare professionals and organisations across the UK.
With over 25 years' experience in the NHS and private sector,
| deliver a reliable, confidential and flexible service you can depend on.

Healthcare remains my primary area of expertise;
however, selected non-medical projects may also be considered.

SERVICES

ADMINISTRATIVE TRANSCRIPTION & DESIGN &

SUPPORT DOCUMENT SERVICES PRESENTATION
e Diary & Calendar Management ¢ Medical Audio & Digital Transcription o Template Design
¢ Email Management ¢ Letter & Document Production e PowerPoint Presentations
¢ Client & Patient Enquiry Handling ¢ Copy Typing, Editing & Proofreading o Newslettors &
e Database Management ¢ Medico-Legal Documentation lnformation Lacflets
¢ Invoicing & Data Entry ¢ Dissertations & Manuscripts

PRACTICE & BUSINESS SUPPORT £ If you require a service not listed

S < above, please get in touch to discuss
¢ Digital File Management i
your requirements. Support can be

¢ Process Documentation & Workflow Manuals tailored to meet the specific needs of

e General Business Administration your practice, clinic or business.

TRUSTED & SECURE RELIABLE & EFFICIENT FLEXIBLE & TAILORED REMOTE & SEAMLESS

Confidential, GDPR High quality work, Support to suit your Experienced in working
compliant & DBS checked completed on time individual needs with your systems

, @ www.tracyannmedicalva.co.uk
[ ef [ prile] B hello@tracyannmedicalva.co.uk
@ Based in the UK | Working with clients nationwide

RELIABLE PROFESSIONAI FLEXIBLE




