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PERSON SPECIFICATION

Admin Assistant/Receptionist  

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Training and Qualifications
	Essential
	Desirable

	5 GCSE passes A* to C or equivalent (inc English and Maths)
	(
	

	Experience, Knowledge & Skills 
	
	

	General office experience, including answering telephones, providing a reception service and dealing with a range of administrative tasks at the same time
	(
	

	High level of ICT skills including a strong working knowledge of Microsoft Office applications 
	(
	

	Working knowledge of SIMs
	
	(

	Experience of dealing effectively with the general public 
	(
	

	Responsibility for own professional development and be willing to partake in further staff development
	(
	

	Excellent oral and written communication skills
	(
	

	Accuracy and attention to detail
	(
	

	The ability to relate to staff, students and visitors
	(
	

	Flexible and willing to contribute to the success of the team 
	(
	

	Previous experience of working within an educational setting
	
	(

	Experience and/or knowledge of the Academy sector
	
	(

	Personal Qualities
	
	

	A team player with energy, commitment, enthusiasm and resilience
	(
	

	The ability to provide and deliver effective customer care
	(
	

	The ability to adapt to change within the working environment
	(
	

	The ability to maintain confidentiality
	(
	

	A commitment to equality and diversity policies 
	(
	

	A commitment to Health and Safety
	(
	

	A commitment to the Trust’s Joint Faith Christian Ethos
	(
	

	An understanding of child protection and safeguarding
	(
	



