Beech House Surgery

Denbigh

PERSON SPECIFICATION

Temporary Receptionist 
	Criteria


	Essential/
Desirable

	Experience of working within the healthcare sector 


	D

	Experience of working within a customer service environment, providing a excellent and efficient service 


	E

	Ability to demonstrate that you can provide a polite, empathetic and friendly service to patients 


	E

	Excellent inter-personal and communication skills, both written and verbal and the ability to take and relay accurate messages 


	E

	Able to be proactive in dealing with all duties and enquiries.


	E

	Ability to work as an enthusiastic member of the team, liaising with colleagues, patients and outside organisations


	E

	Possess excellent  organisation skills & good time management  


	E

	Tact and discretion, for dealing with confidential information


	E

	Ability to be flexible in times of sickness and annual leave


	E

	Welsh Speaker 


	D


Each candidate will be scored against the person specification as follows:

· 0 - Does not meet the criteria

· 1 - Partially meets the criteria, but falls short on major aspects

· 2  -Meets the criteria, but falls short on minor aspects

· 3 - Fully meets or exceeds criteria 

