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Person Specification – Receptionist 
The College is seeking to appoint a Receptionist to provide an efficient and professional level of customer service with regards to all reception duties.

The post will include providing a service across all receptions. The successful candidate will be required to provide excellent levels of customer service at all times. The College operates a switchboard system which all receptionists are required to use. Reception duties also include enrolling students onto courses, cash handling, dealing with student and third party/visitor queries and general administrative tasks.
	CRITERIA
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications:

	Have good numeric and literacy skills with GCSEs at Grade C or above (or equivalent) in Maths and English    
	(
	
	Application Form

	Experience and Knowledge:

	Experience of working on a busy reception 
	(
	
	Application Form 
Interview

	Knowledge/experience of using a switchboard
	
	(
	Application Form 
Interview

	Experience of dealing with members of the public and providing high levels of customer care
	(
	
	Application Form 
Interview

Work-related task

	Experience of cash handling/ operating a till
	(
	
	Application Form 
Interview

	Skills and Attributes: 

	Good IT skills (Word, Excel, Email, internet) 

	(
	
	Application Form
Interview 
Work-related task

	Excellent customer care and communication skills with the ability to communicate with a diverse range of clients, including equal opportunity awareness 
	(
	
	Application Form 
Interview 

Work-related task

	Good written and oral communication skills
	(
	
	Application Form 
Interview 

	Flexible approach and willing to work evenings and Saturdays
	(
	
	Application Form

Interview

	Skills and Attributes: 

	Able to move between college sites
	(
	
	Application form

	Car owner/driver
	
	(
	Application Form

Interview

	Smart appearance 
	(
	
	Interview


