	Experienced Receptionist
	Essential
	Desirable

	Qualifications & Training
	GCSE Maths and English Grade C and above or equivalent


	Evidence of continued professional development
NVQ Level 2 in Customer Service

	Experience & Skills
	· Experience of working in a customer facing role

· Excellent communication skills

· Experience of working in a healthcare setting
	· Experience of working clinical software

	Aptitude & Abilities
	· Ability to work well within a small team and co-ordinated working with the wider team.

· Ability to work flexibly

· Ability to recognize own limitations and act upon them appropriately

· Willingness to learn new skills and to problem solve on a daily basis

· An understanding, acceptance and adherence to the need for strict confidentiality
	· Desire to develop 

	Motivation
	· Reliability

· Flexibility

· Experience of working in small teams


	


