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Employee Specification — Reception & Office Administrator

Attributes Essential Assessed via: Desirable Assessed via:
EXperience Receptionist or administrative role CV/Covering Supporting multiple departments CV/Covering
in an office environment Letter/Interview or working across teams Letter/Interview
Front-of-house professional Sy Covenng
Coordinating room bookings, CV/Covering
catering bookings and post Letter/Interview
Communication with customers by CV/Covering
phone and emall Letter/Interview
Qualifications Business Administration or .
. . . CV/Covering Letter
Customer Service qualification
Skills and Effective communication skills U eover Ability to coordinate basic office
abilities (verbal and digital) to liaise with Lotter) oo functions (e.g. maintenance, Interview
colleagues and external visitors. refreshments, post).
Confidence in engaging with
Interpersonal skills. Interview visitors and representing the Interview
company.
Ability to multitask and prioritize CV/Covering
effectively. Letter/Interview
Effective organizational skills. Interview




Attributes Essential Assessed via: Desirable Assessed via:
(Sclglrli )and abilities | gagic numeracy skills to support CV/Covering
' relevant administration tasks Letter/Interview

Literacy skills, with an ability to ,
read and understand English CV/Covering Letier
Ability to work independently and CV/Covering
as part of ateam. Letter/Interview
Proactive approach to identifying CV/Covering
and solving problems. Letter/Interview

Knowledge iliari '

J Proficient in Microsoft Office CV/Covering Fafm liarity with ge.neral r}ialth and CV/Covering
(Outlook. Word. Excel) Letter, Interviow sa ejy awareness in an office Lotter,Intorview
' ' ' setting.

Awareness of equality issues. | SyrCovenng

Others Reliability in order to provide the terview
front of house service we require.
Adaptable and open to taking on terview
new or varied responsibilities.
A positive, can-do attitude and a
willingness to support wherever Interview
needed.

€ 01423 330234 [info@johnsonsnurseries.co.uk &8 www.johnsonsnurseries.co.uk

@ Johnsons Nurseries Ltd, Head Office, Gilsthwaite Lane, Kirk Hammerton, York, North Yorkshire YO26 8AQ
@ Registered in England 00616324 EL VAT No GB 168 92675 93




