PERSON SPECIFICATION – Receptionist
	Job requirements


	Essential
	Desirable

	Academic/Vocational Qualifications
	· Good standard of education.

	· Word Processing

· Microsoft Word/Excel/Access or Outlook software knowledge


	Experience
	· Previous office experience 
	· Good working knowledge of General Practice
· Previous experience of working in a medical environment.

	Skills
	· Excellent communication (written & oral), interpersonal and telephone skills
· Time management 
· Ability to prioritise own workload and work under pressure

· IT literate

· Customer care skills

· Ability to work as part of a multi-disciplinary team
	· Knowledge of General Practice computing systems (preferably SystmOne)


	Personal Qualities
	· Friendly and approachable
· Versatile/adaptable/flexible

· Honest

· Sense of humour

· Hardworking and reliable

· Enthusiastic and energetic

· Diplomatic/tactful

· Good team worker

· Willingness to provide extra cover when required
	


