Job Specification –LSESU Receptionist (August 2014)

PERSON SPECIFICATION

When selecting the successful candidate for the post of Receptionist, the selection panel will be looking for evidence of experience and/or competence in the following areas:

	CRITERIA
	Requirement
	Application
	Interview

	EXPERIENCE
	
	
	

	Previous Receptionist experience
	Essential
	√
	√

	Experience of working to deadlines 
	Essential
	√
	√

	Demonstrable experience of working effectively on own initiative
	Essential
	
	√

	Secretarial experience, including initiating and maintaining complex filing systems.
	Essential
	√
	√

	Proven ability to organise: time management and personal workload planning
	Essential
	√
	√

	Strong diary management skills
	Essential
	√
	√

	Flexibility dealing with multiple and varying duties concurrently
	Essential
	√
	√

	Experience of basic HR functions & knowledge
	Desirable
	√
	

	ATTRIBUTES AND SKILLS
	
	
	

	The ability to deal with challenging customers and situations
	Essential
	√
	

	The ability to work effectively in a team
	Essential
	√
	√

	Self-starter with ‘can do’ attitude
	Essential
	
	√

	An eye for detail with a systematic approach to work plus the ability to produce accurate work when under pressure
	Essential
	√
	√

	Calm disposition especially under pressure
	Essential
	
	√

	The ability to create and maintain strong working relationships
	Essential
	
	√

	The ability to correspond with third parties on a day-to-day basis
	Essential
	√
	

	Excellent, polite, professional, friendly telephone manner
	Essential
	
	√

	Exceptional customer service skills
	Essential
	
	√

	Good analytical skills, detail handling, problem solving and practical learning
	Essential
	
	√

	Ability to identify and clarify assumptions
	Essential
	
	√

	Excellent communication skills (written, oral and listening) and the ability to explain detailed information to others
	Essential
	√
	√

	Self-motivation and self-reliance
	Desirable
	√
	√

	Strong MSOffice skills, including email, spreadsheets, word processing


	Essential
	√
	√

	VALUES AND ETHICS
	
	
	

	An intuitive understanding and sympathy for the values and goals of the Students’ Union
	Essential
	
	√

	Confidentiality and discretion


	Essential
	
	√

	Understanding and commitment to equal opportunities.
	Essential
	
	√

	Desire to work within organisation servicing a culturally diverse membership.
	Essential
	√
	√

	Committed, positive, outgoing and approachable with a ‘can do’ attitude.
	Essential
	√
	√

	Demonstrably high standards of personal integrity and diplomacy
	Essential
	
	√

	A willingness to occasionally work beyond traditional office hours.
	Essential
	
	√
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