Disability North
Person Specification

Part-Time Receptionist

Essential

· Previous reception experience

· Telephone and listening skills
· Competent computer skills
· Ability to communicate face to face and on the phone
· Ability to work as part of a team
· Flexible to cover annual leave/sickness

· Ability to work on own initiative
Desirable

· Experience or knowledge of working with disabled people

· Knowledge of disability issues

· Knowledge of customer care

· Able to manage a varied workload

· Self-motivated

Disposition

· Pleasant and discreet when dealing with clients
· Honest
· Reliable
· Confident
Reception
Page 1

