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Job Reference No: BA/001/12
          

Person Specification – Receptionist/ Telephonist
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	Characteristics
	Essential/Minimum
	Desirable
	How ascertained?

	Physical Attributes
	Good health record/few absences from work
	Excellent health record
	Previous employers' sickness records

	 
	Smart appearance
	
	Interview

	 
	 
	Creates good impression on others

	Interview

	 
	Capable of working a busy switchboard and reception area.
	Capable of working under pressure
	Give examples at interview

	
	
	
	

	Mental Attributes
	Good verbal communication
Clear speech, good pronunciation 
	Excellent general intelligence
	Interview

	
	
	
	

	Education & Qualifications
	Good general school results with particular aptitude for English
	
	Qualification certificates

	
	
	
	

	Experience, Training & Skills
	Experience in telephone communications and reception work 
	
	Application Form/ Interview 

	
	IT skills – ability to use telephone switchboard and MS office i.e. excel, outlook 
	Ability use modern digital phone system with soft console
	Application Form/Test/ Interview

	 
	Good social skills 
	Excellent interpersonal skills
	 Interview

	
	The ability to provide excellent client service
	
	Interview 

	 
	Ability to manage different client situations 
	
	Interview 

	
	
	
	

	Personality
	Career record shows ability to adjust to normal social circumstances
	Mature and socially well adjusted
	Interview

	 
	Calm, personable, friendly, professional disposition.
Evidence of experience of dealing with external/internal clients
	
	Application Form/ interview

	
	Team worker
	
	

	
	
	
	

	Special Circumstances
	Be available to work from 8.45 am until 5.15 pm 
	
	Interview


