PERSON SPECIFICATION
Job Title: Receptionist

Reporting to: Facilities Manager
Date: March 2016
Location: Clifton Office
	
	ESSENTIAL
	
	DESIRABLE
	

	Knowledge and Experience 


	Experience of working in a busy reception environment. 

Presentable and have a professional approach as first point of contact for clients
Excellent telephone manner

Experience of regular customer contact – by phone and in person.

	
	Experience of working in a law firm.
Audio Typing experience


	

	
	
	
	
	

	Qualifications


	Computer literate, with experience of Microsoft Office, which must include Word and Outlook


	
	Administration NVQ level 2 or 3
	


	
	
	
	
	

	Skills & Competencies

· Team Orientation


	Enjoys working as part of a team helps and supports others
Ability to motivate oneself


	
	
	

	· Communication

· Must be very capable 
	Must be accurate with message taking. 
Ability to convey information accurately and make self be understood

Can communicate effectively with people at all levels, over the phone and face to face


	
	
	

	· People Management


	Ability to organise your own work within deadlines and to agreed standards.


	
	
	

	· Customer Focus
	Listens carefully to customer’s situation and needs, asks relevant questions and records correctly
Shows concern for meeting customers stated needs, presents a positive image in personal communication situations i.e. telephone

	
	
	


	· Results-orientation


	Ability to work calmly and maintain a disciplined approach
	
	
	

	· Problem-solving
	Focuses on detail, needs to be methodical, organised and systematic.

Ability to use own initiative in making sound decisions


	
	
	

	Special Circumstances

i.e.  Shift Work
      Hours of Work

      Weekend Work

      Extensive travel

	Will need to be flexible as may be asked to cover at the other offices
Monday to Friday

8.45am to 5.15pm (1 hr unpaid lunch break)


	
	
	

	
	
	
	
	


