Personnel Specification - Receptionist


	ATTRIBUTES
	ESSENTIAL OR DESIRABLE
	HOW IDENTIFIED? Application form / interview / test 

	Experience 
	
	

	Experience in an administrative support environment and dealing with members of the public

	E
	AF/I

	Experience of processing a range of documents and reports using Microsoft Office (Word, Excel, Outlook, Power point etc.)

	E
	AF/I

	Experience in the use of IT equipment

	D
	AF/I

	Experience of customer service work via telephone, reception desk and help desk

	E
	AF/I

	Experience of using spreadsheets and databases.

	D
	AF/I

	Experience of using a computerised network system 

	D
	AF/I

	Qualifications / training 
	
	

	Good general standard of attainment in English Language

	E
	AF

	Prepared to undertake training.

	E
	AF

	GCSE Maths or equivalent.


	D
	AF

	Special knowledge / skills
	
	

	Knowledge of Health and Safety within the work place 

	E
	AF/I

	A knowledge of the principles that underpin good customer and service user care.


	E
	AF/I

	A knowledge of Equal Opportunity principles.

	E
	AF

	A knowledge of Data Protection principles. 

	E
	AF/I

	An effective communicator both verbally and in writing with people at all levels with a confident telephone manner

	E
	AF/I

	An ability to work on own initiative as well as working well in a team. Well developed planning and organisational skills.


	E
	AF/I

	A high standard of computer literacy/information technology skills.

	E
	AF/I

	Personal circumstances 
	
	

	Able to be flexible in your working hours (including evening and weekends).

	E
	AF/I

	Able to travel and work across sites


	E
	AF/I


	Disposition, adjustment, & attitude
	
	

	Ability to prioritise own workload and manage time effectively.

	E
	AF/I

	Able to multi-task and work well under pressure, often juggling several tasks at once

	E
	AF/I

	The ability to deal with members of the public in a caring and sensitive manner.

	E
	AF

	Well presented, polite, friendly with a positive attitude 

	E
	AF/I

	Energetic with a passion to go the extra mile


	E
	AF/I
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