THE PARK COMMUNITY CENTRE



EMPLOYEE SPECIFICATION
Job Title 

Evening/Weekend Reception                                     
	ESSENTIAL  (must have)
	DESIRABLE (should have) 

	Be able to demonstrate competence in Security procedures such as reception, access control and emergency procedures.

Experience in at least one of the areas of work contained within the post.

Ability to use new technology/computer equipment.

Able to demonstrate the ability to retain/record and impart information clearly and concisely.

Well developed communication and negotiation skills, including the capacity to liaise with the public and building users. An ability to maintain a confident, reassuring manner.

A demonstrable ability to work coolly under pressure.

An ability to maintain cheerful relations with building users.

Must be tactful, diplomatic, patient, alert, helpful when dealing with enquiries but firm and assertive when dealing with problems.
Smart appearance.

	Three GCSE passes at Grade C or above or equivalent including English Language.

Proven public relations skills.

Proven willingness to undertake irregular hours.

First Aid certificate.

	SPECIAL CONDITIONS.
	

	The post holder would be required to undertake a Disclosure and Barring Service check.

	


