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CANDIDATE SUMMARY

The Candidate Summary is used by us as an aid in determining your suitability for the advertised position. We encourage you to provide as much relevant information as possible. 
	Criteria


	Details of Experience



	Do you have reception experience?
If so, please provide details and in which industry was the experience  gained in.

	

	Detail Computer competency levels in the use of Microsoft Word, Excel and Outlook
(eg: experience and any relevant certified training)

	

	What is your typing speed and accuracy?

	

	Detail experience with telephone systems/switchboards, including the number of lines (if any)

	

	Are you familiar with the use of office equipment, including photocopier, fax machine, printer, scanner and multifunction document centres?

	

	Do you have experience in            Mail handling – In and Out?

	

	Do you have experience in maintaining Office Supplies?

	

	Provide a summary of your administrative office skills

	

	Provide a summary of your communication / people skills


	

	What does ‘attention to detail’ mean to you?

	

	How would you summarise your skills and personality to be a suitable candidate for the position of receptionist within Law Essentials?

	

	Do you have a current Driver’s Licence?

Do you have reliable means of getting to and from work?


	

	Do you have any other comments to provide for Law Essentials consideration?
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