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SINCE 1877



KEY SELECTION CRITERIA

Receptionist 

South East



Name:________________________________

Please address the criteria listed below to outline your experience and suitability for the position you are applying for, and attach this with your application along with your Resume and Cover Letter.

· Highly developed administrative and organisational abilities in a team administration environment.
· Excellent interpersonal and communication skills (written and telephone), including being able to work well within a team and to communicate effectively with all levels of staff and external bodies.
· Have a sensitive non-judgmental approach and be aware of the needs of clients, staff and other people.
· Accuracy and high attention to detail, including ability to touch type at reasonable speed.

· Excellent communication skills – verbal and written – including being able to communicate effectively.

· Experience in working with MS Office Suite, particularly Excel spreadsheets & functions, Word formatting and database management.
· Skills in assisting all levels of staff and external bodies with a supportive demeanour. 
· Demonstrated understanding of and commitment to the principles of equity, diversity, continual improvement, risk management and occupational health and safety.
· Demonstrated ability to flexibly manage competing priorities and stressful situations, monitoring own stress levels and practicing and promoting self-care strategies.
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