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PERSON SPECIFICATION

Receptionist 
For effective performance of the duties of the post, the postholder will have, as a minimum, the skills and knowledge detailed in the Essential Criteria

	ATTRIBUTES


	MINIMUM ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Good communication skills : able to respond and communicate effectively with offenders and staff at all levels , 

	(
	

	Good literacy and numeracy skills


	(
	

	Good keyboard skills and competent in the use of Microsoft Word
	(
	

	Able to use initiative and work unsupervised
	(
	

	Organised and able to prioritise work
	(
	

	Good team member
	(
	

	Able to remain calm during busy periods , dealing with interruptions and unpredictable behaviour of offenders


	(
	

	Personal commitment to maintaining high standards of work and accuracy
	(
	

	Able to maintain confidentiality
	                (
	

	Commitment to equal opportunities and diversity : able to work in a non-discriminatory manner


	(
	

	Able to be flexible and adapt to change
	(
	

	Willing to undertake training and learn new skills as appropriate


	(
	

	Experience of administrative work 


	
	          (


�








S/HR/PS/ Receptionist Area Team.doc

16.03.11

