	
	

	Reception & Support Worker

Person Specification
	



	
	Criteria

Essential/

Desirable
	Application

Interview

Exercise

	Experience

At least two 2 years experience of running a reception service
	E
	A, I

	Experience of organising accessible admin and information  systems to allow maximum benefit to the organisation
	E
	A,I

	Experience of using a range of software applications including word-processing, database and spreadsheet packages
	E
	A, I, E

	Experience of basic book-keeping/financial data entry using IT
	E
	A, I. E

	Experience of training and supporting colleagues in the use of admin and information systems
	E
	A, I

	Experience of supervising others
	D
	A,I

	Experience of working with members of the public
	D
	A,I

	Experience of working in a service providing agency in the not-for-profit sector
	D
	A,I

	Skills/Abilities


	
	

	Ability to provide a friendly and welcoming reception service in a busy working environment
	E
	A,I

	Ability to communicate effectively with a wide range of people 
	E
	A, I

	Ability to work effectively with volunteers 
	E
	A,I

	Ability to plan own workload to meet deadlines while being flexible
	E
	A,I

	Ability to use IT skills creatively and flexibly
	E
	A,I, E

	Attitude

Commitment and ability to address equal opportunities and diversity as an integral part of all aspects of work
	E
	A,I

	Commitment to work in accordance with agreed codes of conduct and confidentiality
	E
	A,I

	Commitment to support the purpose and strategic aims of Ability Bow
	E
	A,I

	A committed, professional and flexible approach to work
	E
	A,I
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