	Trainee Receptionist
	Essential
	Desirable

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

· Willingness to undertake training in NVQ customer service.

· Evidence of good IT skills


	

	Experience & Skills
	· Excellent communication skills

· Experience of working in a customer facing role

· Experience of working in a team


	· Experience of working in a healthcare setting

	Aptitude & Abilities
	· Ability to work flexibly

· Ability to recognize own limitations and act upon them appropriately

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

	Motivation
	· Reliability

· Flexibility

· Experience of working in small teams


	


