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PERSON SPECIFICATION
EDUCATION TO UNDERSTAND THE WORLD AND CHANGE IT FOR THE BETTER

Person Specification:  


                 



Receptionist
	
	Essential
	Desirable

	Experience
	· Delivering a high-quality service

· Good ICT skills and experience, including Word, Excel and management information systems


	· Range of general reception and administrative duties.
· Working with children of relevant age in a school environment

· Good working knowledge of SIMs system.

	Education
	A good standard of education to GCSE (A*-C grade) Maths & English as a minimum. 

	

	Skills and attributes
	· Strong written and verbal communication skills.

· High degree of professionalism towards the role.  

· Ability to respond to multiple demands whilst maintaining a calm and steady manner.
· Ability to relate well to colleagues, parents and students and build effective and resilient relationships.

· Work constructively as part of a team.

· High level of initiative and enthusiasm.

· Taking personal responsibility and commitment to providing a quality support service.

· Strong commitment to education and young people.

· A commitment to safeguarding for all young people. DBS Clearance.
· Positive role model for children and young people.

· Maintaining confidentiality on school and student matters.


	· Demonstrate an understanding of issues that may affect a student’s ability to attend school.
· Willing to work flexible hours as required.

	Specific to this post
	Ability to deal with the ‘unexpected’.
	


