CHISLEHURST AND SIDCUP GRAMMAR SCHOOL

RECEPTIONIST - PERSON SPECIFICATION

	
	ESSENTIAL 
	DESIRABLE

	QUALIFICATIONS
	· GCSE level (or equivalent) ) including English and Maths
	· Previous School Office experience 

· First Aid qualifications (training will be given) 


	EXPERIENCE, SKILLS AND KNOWLEDGE
	· Experience of working in an office environment orientated towards public and in-house needs

· Evidence of good organisational and record keeping skills 

· Strong literacy, numeracy, ICT (SIMS, MS Word, MS Excel and Outlook)
· Good communication skills 
· Good understanding of office and school health and safety requirements 
	· Previous Reception and/or School Office experience 

	PERSONAL QUALITIES
	· Professionalism to work in a busy and complex office environment

· Strong service orientation 

· Interpersonal skills allowing successful liaison with all stakeholders and members of the public from a cross-section of backgrounds
· Negotiation Skills

· Flexible, diplomatic and balanced in approach

· Willingness to learn about other colleagues’ roles

· Willing and able to share skills and knowledge within the workplace  

· Able to work under pressure, balancing individual and team activities 

· Able to demonstrate appropriate initiative and work unsupervised 

· Self motivated, with a “can do” approach to problem solving and an ability to work autonomously using own initiative
	· Good decision making ability

	SAFEGUARDING
	· Suitable to work with children. All positions subject to a satisfactory enhanced DBS disclosure.
	


