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PERSON SPECIFICATION

Receptionist


	
	Essential Criteria
	Desirable Criteria

	Key Skills & Abilities
	· Word processing skills

· Ability to effectively 
organise own workload

· Ability to accurately input and check computer data

· Ability to communicate effectively

	

	Education & Qualifications
	· Educated to GCSE level or equivalent

	· NVQ in Business Administration

	Knowledge
	· Working knowledge of Microsoft Office (in particular Outlook, Word and Excel)

	

	Experience
	· Use of office systems

	

	Personal Attributes
	· Good interpersonal skills

· Ability to work in a team

· Commitment to improving personal performance and supporting that of the service
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