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Skills
You'll need to have:
· strong organisational skills
· presentation skills and attention to detail
· the ability to plan your own work, use your initiative and meet deadlines
· the ability to manage pressure and conflicting demands, and prioritise tasks and workload
· the ability to accept and understand instructions
· oral and written communication skills
· tact, discretion and respect for confidentiality
· a pleasant, confident telephone manner
· team working ability
· reliability and honesty
· project-management skills
· a foreign language may be required in some roles.
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