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PERSON SPECIFICATION

This form lists the essential and desirable requirements needed in order to do the job.

Applicants will be shortlisted solely on the extent to which they meet these requirements.

	Job Title: Part Time Receptionist
	Job ref no: RVB-0139-25

	Grade:  2
	Department: RVC Business - LBIC

	Accountable to: Head of Business Services & Events
	Responsible for: N/A


	Evidence

	Competency
	Essential
	Assessment

*A and/or I 
	Desirable
	Assessment

*A and/or I

	Communication 


	Excellent interpersonal skills with the ability to communicate with a diverse range of people.
	A/I


	
	

	Service Delivery


	Experience of working in a customer-focused environment.
Flexible approach to daily routine.
	A/I 

A/I


	Experience of providing services in a multi-tenanted commercial building or business centre.
	

	Initiative and Problem Solving


	Ability to work under pressure.
Ability to prioritise and organise a diverse workload.
Ability to use own initiative and work with minimum supervision.
	A/I

A/I

A/I


	
	

	Knowledge and Skills
	Working knowledge of Microsoft Office including Word, Excel, and Outlook for basic administrative tasks.

A high level of attention to detail.
	A/I

A/I


	
	

	Planning and Organisation
	Excellent time management, including punctuality.


	A/I
	
	

	Teamwork and motivation


	Ability to work as part of a team.

	A/I
	
	


*A = Application Form      I = Interview


