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Job Description: Reception & Business Support Officer 

Job Purpose 
• 

• 

• 

• 

Responsibilities 
Reception / Business Support 

• 

• 

• 

• 

• 
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• 

• 

• 

• 

• 

• 

• 

• 

• 

Social Media and Marketing 
• 

• 

• 

• 

• 

• 

• 

• 
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Person Specification: Reception & Business Support Officer 

Qualifications and experience 
Essential: 

• 

Desirable: 
• 

• 

• 

• 

• 

• 

Knowledge and Skills 
• 

• 

• 

• 

• 

• 

• 

Personal qualities 
• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Other 
• 

• 

• 
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