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Person Specification 

Receptionist
	
	Essential
	Desirable

	Qualifications
	· Sound educational background / work experience
· Good levels of literacy and numeracy.


	· NVQ 3 Business Administration.

· RSA 2 typewriting / Word

· Processing / Text Processing (or equivalent).



	Skills
	· Ability to work without supervision.

· Ability to prioritise between different demands.

· Ability to work to deadlines.

· Exceptional customer care skills.

· Good organisational skills.

· Understanding of confidentiality and data protection.


	

	Experience
	· Clerical experience and computer / keyboard skills.

· Experience of working with Microsoft Outlook / Word / Excel. 

· Experience of cash handling.
	· Experience in working within the care sector.

	Knowledge
	· Understanding of effective information systems.
	· Knowledge of care standards and understanding of the issues for people living in a Care Home.

	Personal attributes
	· An ability to communicate with people at all levels.

· Team worker with a strong sense of purpose and direction.

· Keen to develop new skills and knowledge pertinent to the job role.
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