PERSON SPECIFICATION
Job title: Receptionist                                                                               

	Criteria

	  Essential

	Desirable


	Skills Required

	· Man management skills

· Strong interpersonal & communication skills

· Good organisational skills

· Attention to detail

· Adherence to confidentiality issues

· Common sense

· Ability to use own judgement
· Computer literate
	
	Attainment

	· Good written and spoken English

	
	Knowledge

	· Familiarity with IT systems

	· Booking systems


	Relevant Experience

	· Working with the public

· Services background

	· Reception work

· Medical health background

· Cultural issues


	Disposition

	· Calm under pressure

· Cheerful

· Enjoys working with people

· Team player

	

	


