
  

Person Specification 

This form lists the essential and desirable requirements needed in order to do the job. 

Applicants will be shortlisted solely on the extent to which they meet these requirements. 

Job title: Receptionist / Administrative Assistant (Apprentice) 

Department/Division: Estates Division Accountable to: Estates Office Manager 

Competency 

 

Criteria E/D 

 Knowledge and 
Experience 

• Educated to GCSE (or equivalent) in English and 
Mathematics (Level A-C) 

D 

Service Delivery • Ability to remain calm and maintain a professional approach 
at all times. 

• A willingness to help all colleagues and visitors. 

• An understanding of the importance of following procedures. 

E 

E 

E 

 

 

Communication • Ability to communicate with a wide range of people in 
person, on the telephone and in writing 

• Able to clearly communicate orally and in writing in the 
English language to a good level 

• Able to produce good written or e-mail communication. 

• Good interpersonal skills. 

• Ability to deal well with routine enquiries by telephone. 

• Able to provide examples of taking messages and passing 
on to relevant people effectively 

• Previous experience of directing and helping people. 

 

E 
 

E 

E 

E  

E 

 

E 

D 

Teamwork and 
motivation 

• Previous experience of working well within a team. 

• Evidence of contributing within a team to support the team 
to operate effectively  

• Ability to put the needs of the team ahead of personal 
needs. 

 
E 

E 
E 

  



 

Initiative and Problem 
Solving 

• Ability to react well to unplanned situations and to handle 
them effectively 

• Ability to recognise when issues should be referred to 
another member of the division 

• Receptive and willing to try new ideas and ways of working. 

E 

E 

E 

Other Attributes • Able to look professionally attired when attending work. 

• Ability to arrive at work punctually. 

• A flexible and open attitude, with the ability to embrace 
change and undertake reasonable tasks sometimes outside 
the normal patterns of work. 

• Ability to demonstrate a commitment to training and studying 
while in this role. 

E 

E 

E 

 
E 

 

E – Essential: requirements without which the job could not be done. 
D – Desirable: requirements that would enable the candidate to perform the job well. 


