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Receptionist




	Skills and Abilities 

	Essential
· Experience in a busy receptionist role
· Good organisational and general administrative skills, e.g.recording, prioritising. 
· Good knowledge of databases and spreadsheets, and comfortable with the use of IT as an integral and essential tool.  
· Ability to work supportively as part of a team.
· Excellent interpersonal skills. Must be able to communicate effectively, face to face and via telephone. 
· Ability to converse with all people at all levels both internally and externally e.g. senior management, teachers, visitors and parents.
· Able to maintain absolute confidentiality regarding personal data held by the School.
· Demonstrate impeccable safeguarding awareness and practice at all times, including DBS procedures when receiving visitors
· Work effectively with all colleagues to help support and improve the work of the team.
· Demonstrate flexibility and initiative when being deployed to meet the needs of the school.
· Demonstrate professional standards of personal presentation
· Model appropriate behaviour and attitudes to students at all times
· To follow the school's safeguarding guidelines 



	Knowledge/Qualifications:

	Essential
· Good general office and organisational skills.
· Sound IT, literacy, numeracy & accuracy. 
· Ability to use office software:
Desirable (or ability to learn to use, with training)
· [bookmark: _GoBack]Knowledge of SIMS/Arbor
· Other systems, eg, Parent Pay, CPOMs, ClassCharts



	Experience:

	Essential
· General office experience/aptitude to meet the needs of the post.
· Experience of working on a number of tasks simultaneously and managing time effectively.
Desirable
· Experience of work in a school environment
· Experience of working with children or young people.
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