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PERSON SPECIFICATION

Job Title:

ADMIN ASSISTANT (RECEPTIONIST)
	
	ESSENTIAL
	DESIRABLE

	KNOWLEDGE

& EXPERIENCE
	
	· Experience of working in a busy office environment

	JOB RELATED ABILITIES
	· Ability and enthusiasm for working in customer service

· Ability to relate well to children and adults

· Ability to work as part of a team and on own initiative

· Good communication and organisational skills

· Adaptability and a good sense of humour
	•   Ability to complete basic paperwork
· Keyboard skills 

	QUALIFICATIONS
	· Attainment of GCSE qualifications or equivalent (level 2 standard of education) to include English and Maths at Grade C/4 or above
· Willingness to participate in development & training opportunities to include apprenticeship NVQ level II
	· 3 GCSEs or equivalent

	SKILLS
	Mental skills:
· Judgemental skills to interpret information and solve straightforward problems

· Good levels of numeracy, literacy and communication skills
	

	
	Interpersonal skills:
· Good communication skills (listening, oral and literacy)

· Ability to develop and maintain good relationships with staff, students and the public; good inter personal skills.

· Ability to work as part of a team

· Adaptability and a good sense of humour.
	

	
	Physical skills:
· Keyboarding skills
	

	INITIATIVE and INDEPENDENCE
	· Good organisational skills
· Ability to take initiative and self-motivate

	

	DEMANDS
	Physical demands:
· Ability to lift and carry objects/ equipment in an office setting

	

	
	Mental demands:
· Ability to work under pressure and to deadlines

· Ability to multi-task and prioritise conflicting demands and interruptions
	

	
	Emotional demands:
· Ability to work in an environment where integrity, impartiality and confidentiality are essential personal attributes
	

	RESPONSIBILITIES
	Responsibility for Financial resources:

· Ability to process cash and cheques with accuracy 
	

	
	Responsibility for Physical resources:

· Ability to process information with accuracy
	· Experience of using a database management system

	Notre Dame Professional characteristics – the 5 Rs
	· Resilience – remains optimistic & has positive interpersonal skills
· Can absorb and deal with many pressures at once
· Resourceful – is comfortable working with a variety of different agencies
· Adopts a range of different communication skills e.g. humour
· Responsible – is a role model for colleagues and students in terms of professional standards

· Reasoning – is well organised and has ability to forward plan

· Reflective – listens to and learns from feedback
	


Plymouth CAST is committed to providing access, aids, adaptations and alternatives wherever possible and reasonable to enable disabled people to fulfil the criteria for, and undertake the duties of, its jobs.

The school is not accessible to all disabled people in all areas but reasonable adjustments will be considered.
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