Person Specification

Post Title:
Business Admin Modern Apprenticeship 
	Criteria
	Essential


	Desirable

	Skills & Abilities

	Ability to work on own initiative 
	√
	

	Articulate and numerate
	√
	

	Good communication & organisational skills
	√
	

	Good team worker
	√
	

	Proficient with computer systems
	√
	

	
	
	

	Experience

	Reception duties
	
	√

	Cash handling
	
	√

	Creating and maintaining filing systems
	
	√

	Customer services
	
	√

	Working in an office environment as part of a team
	
	√

	
	
	

	Knowledge

	Microsoft Word & Excel 
	√
	

	Understanding and awareness of confidentiality 
	√
	

	
	
	

	Training & Education

	Educated to Higher grade (or equivalent)
	√
	

	Other relevant qualification or training record
	
	√

	
	
	

	Other Requirements

	Able to work well under pressure and to deadlines
	√
	

	Enthusiastic & well motivated
	√
	

	Pleasant and courteous manner
	√
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