Belvue School
School Receptionist 

	Job title: 

	School Receptionist
	
	Ealing GLPC Grade:
	Scale 4

	
	
	
	
	

	School:
	
	
	Post No:
	

	Line manager:
	Admin Manager 

	Supervisory responsibility:
	None, apart from assisting in work familiarisation of new members of staff.

	Hours:
	


This form lists the essential requirements needed in order to do the job.  Applicants will be short-listed solely on them meeting these requirements.

Essential Requirements

Education and Experience

a) Experience of general clerical /administrative work.

b) Experience of providing excellent customer service.

c) Experience of following business or safeguarding procedures.
d) A minimum of 4 GCSE’s grade A-C including English, or qualifications equivalent to the National Qualifications Framework Level 2.
Knowledge, Skills and Abilities 

e) Good communication skills – effective listening, verbal and written communication.

f) Good interpersonal skills – ability to relate to co-workers, parents, pupils, governors and visitors and a desire to build trusting, collaborative and productive relationships.

g) Warm, friendly and caring nature providing an exceptional first impression of the school to all callers and visitors 

h) Personal commitment to providing an excellent service to young people with special needs and their families. 
i) Ability to be mentally alert at all times to ensure vigilance in visitor safeguarding procedures.

j) Appropriate level of keyboard/computer skills.

k) Ability to use relevant technology e.g. photocopier, telephone system.
l) Appropriate knowledge of first aid or willingness to be trained.

m) Ability to participate in development and training opportunities.

n) Ability to work constructively as a team, understanding school roles and responsibilities and the post holder’s position within these.

o) To be responsible for promoting and safeguarding the welfare of children and young people within the school.
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