Person Specification - Receptionist


	SECTION ONE
	The Essential Criteria in this section will be measured at the shortlisting stage of the process and may also be further explored during the interview/selection stage.  You should therefore make it clear on your application form that you meet all of the Essential Criteria.  Failure to do so will result in not being shortlisted.

The Selection Panel reserves the right to utilise one or more of the Desirable Criteria in addition to the Essential Criteria for shortlisting and at interview. You should therefore make it clear on your application form whether or not you meet all of the Desirable Criteria. Should the panel decide to utilise the Desirable Criteria your failure to complete this section in full will result in not being shortlisted.

The stage in the process when the criteria will be measured is stated below.

	Factor
	Essential Criteria
	Desirable Criteria

	
Qualifications
	
5 GCSEs (Grade A-C) to include English Language and Mathematics,

OR

A minimum of 5 years’ experience in a paid capacity as a Receptionist or in a similar administrative role.
	
Level 2 qualifications or higher in Administration, bookkeeping, IT, communication, marketing, or in a similar field. 

	
Experience & Skills
	
A minimum of 3 years’ experience in a paid capacity as a Receptionist or in a similar administrative role.

Excellent interpersonal communication skills. 

IT skills (Microsoft Office, email, data entry).
	
Experience in a similar role in the Community/Voluntary Sector.

Experience in updating various social media platforms for professional purposes.

Experience of financial administration.

Experience of Sage accounting software.
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SECTION TWO
	
The Criteria in this section will be assessed at interview

	
Factor
	
Essential Criteria

	
Knowledge, Understanding of and Commitment to Honouring:

	
· The Tara Centre’s vision, ethos and values.

· Confidentiality & Data Protection.

· Health & Safety Requirements.

· Records Management, Data Collation and Database Management.

	
Skills
	
· Excellent interpersonal and communication skills.
· Excellent organisational skills and effective time management. 
· Ability to work on own initiative, to think on one’s feet. 
· Proficiency in oral and written communication to a level consistent with the duties of this post.
· Good standard of computer literacy. 
· Ability to work effectively as a member of a team. 
· Ability to prioritise and meet deadlines

	Personal Characteristics
	· Enthusiastic and self-motivated with a strong work ethic and a can-do attitude.
· Commitment to continuous improvement of the Centre’s systems, procedures and operations.
· Approachable.
· Resourceful.
· Flexible, including undertaking evening and weekend work, as and when necessary.
· Attention to detail.
· Willingness and ability to undertake training, as relevant and required.
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