
EAST AYRSHIRE CITIZENS ADVICE BUREAU

PERSON SPECIFICATION – RECEPTIONIST
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS AND EXPERIENCE
	Experience of working in an office environment

Experience of data input with proficient typing skills
Experience of working with the public
Experience of working in a pressurised environment

	Experience of working in the advice sector

Experience of working with volunteers



	SKILLS AND ATTRIBUTES
	Excellent communication skills both orally and in writing
Good working knowledge of Microsoft office and other software packages

Ability to prioritise workload, meet deadlines and pay strict attention to detail

Excellent organisational skills


	Ability to work well as part of a team 

Relevant IT qualifications

Ability to use own initiative where appropriate

 

	KNOWLEDGE
	
	Knowledge of CAB aims and principles
Knowledge of working with confidential files


	OTHER
	Responsible and reliable

A willingness to undertake any necessary training 

Commitment to equal opportunities
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