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PERSON SPECIFICATION
	Post Title:
Casual Receptionist   










Date: 
May 2010  












 

	Criteria
	Criteria 


	Essential

*(score 1-5)
	Desirable 

*(score 1-5) 
	Method of  Assessment

	Skills/

Abilities
	Promote and maintain a positive “can do” attitude in all aspects of the post;
	•
	
	Interview

	
	Apply excellent customer service skills effectively in all areas of work;


	•
	
	Interview/Application Form

	
	Excellent communication and interpersonal skills;


	•
	
	Interview/Application Form

	
	Good administration and IT skills; 
	•
	
	Interview/Application Form

	
	Methodical, well organised and positive approach to workload; 


	•
	
	Interview/Application Form

	
	Good written and verbal skills; 


	•
	
	Interview/Application Form

	
	Deal efficiently with queries both on the phone and in person; 


	•
	
	Interview/Application Form

	
	Flexible approach to working practices;   


	•
	
	Interview/Application Form

	
	An excellent team player; 


	•
	
	Interview/Application Form

	
	Working with minimal supervision and use own initiative; 


	•
	
	Interview/Application Form

	
	
	
	
	

	Knowledge
	Of and the ability to apply the principles of Equality & Diversity, dealing with customers as individuals; 

	•
	
	Interview/Application Form

	
	
	
	
	

	Experience


	Of following policies and procedures;
	•
	
	Interview/Application Form

	
	Of working within a busy reception; 


	
	•
	Interview/Application Form

	
	Of Microsoft packages including Word, Excel etc. 


	
	•
	Interview/Application Form

	
	Of dealing with members of the public in a customer focussed environment; 

	•
	
	Interview/Application Form

	
	Of carrying out administrative tasks; 


	
	•
	Interview/Application Form

	
	
	
	
	

	Qualifications
	-
	
	
	Interview/Application Form

	
	
	
	
	

	Other

	-
	
	
	Interview/Application Form
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