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PERSON SPECIFICATION
 (
POST:
 
Apprentice
 
Receptionist
)


	Essential
	Desirable
	Evidence

	Qualifications:
· Literate
· Numerate
· GCSE Grade C in English and Maths, or equivalent
	
· Recognised first aid qualification
	
· Certificates
· Application form

	Knowledge and skills:
· Able to communicate clearly face to face, by telephone and in writing with a wide range of people in a friendly and professional manner
· Ability to focus on detail and accuracy.
· Prepared to take part in training and other chances to develop knowledge, skills and understanding
	
· Issues relating to the safeguarding and welfare of children.
· Knowledge of SIMS database
	
· Application form
· Interview
· References

	Personal qualities:
· Highly organised with the ability to work under pressure and to respond to rapidly changing priorities and demands at peak times of year
· Excellent interpersonal skills
· Highly accurate with attention to detail
· Excellent organisational skills
· Flexible and adaptable
· Pro-active, self-starter, problem solver
	
	
· Reference
· Interview
· Letter



	· Ability to use initiative
· Confidentiality
· Use to working as part of a team
	
	



This position is subject to satisfactory DBS Disclosure.
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