Person Specification – Receptionist and Note Summariser
	
	Essential
	Desirable
	Evidence

	Qualifications


	A good standard of education

A good command of English both in writing and verbally
	
	Application form & Certificates where appropriate

Interview & application form

	Competencies


	Good interpersonal skills

Ability to communicate well and succinctly.

Self-motivated

Computer skills

Able to work to strict deadlines

Excellent time keeping skills


	Knowledge of clinical databases

Observes good health & safety practices
	Interview & application form



	Attainments


	Ability to cope with the physical demands of the job as per job description

Smart appearance


	
	Interview

	Experience


	Working in a customer focussed environment

Dealing with complicated telephone enquiries


	Working in a medical environment
	Application form & interview



	Disposition
	Flexible and caring

Good team player

Calm under pressure

Good levels of concentration
	
	Interview & application form


