CASHIER/RECEPTIONIST (CUSTOMER SERVICES) – SCALE D
DEPARTMENT – Corporate Resources (Customer Services)

	Personal Attributes required
	Essential (E)

Or

Desirable (D)
	Method of Assessment

	Qualifications

Candidates must be able to demonstrate they are numerate and literate
	E


	AF/C



	Experience

Experience of dealing with enquiries in a customer services environment

Experience of working with IT applications

Experience of working in a large and complex organisation


	D

D

D


	AF/I

AF/I

AF/I



	Knowledge/Skills/Ability

Ability to respond quickly and positively to customer enquiries

Ability to deal effectively with complaints and difficult situations

Ability to work to agreed procedures and to quickly learn and apply new procedures

Ability to work well as a member of a team

Good communication and interpersonal skills

An understanding of, and a commitment to, Equal Opportunities 

Ability to work in a performance driven environment.
A knowledge and understanding of Council Services


	E

E

E

E

E

D

E

D
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I


	Special Requirements

Ability to work flexibly across the hours of business of Sefton Council 
A commitment to delivering high quality customer services.
A commitment to continual personal development.

	E

E

E
	AF/I

AF/I

AF/I


Key to assessment methods:

AF  
=
Application Form

AC
=
Assessment Centre

I
=
Interview

C
=
Certificate

E      =   Exercise
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