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Qualification Criteria 
· Right to work in the UK.
· GCSE English and Mathematics grade C or above (or equivalent) (essential)
· First Aid qualification or equivalent (desirable)

Experience
· Experience of working as a receptionist or other customer service role.
· Experience of liaising with pupils, staff members and external stakeholders.
· Experience of running effective reception support, ideally within a school environment.
· Experience of working in an administration and customer service role.

Competencies

Working with people
· Listens well, communicates clearly and fluently verbally; face to face and by telephone and in written form.
· Maintains confidentiality and discretion. 
· Adapts to the team and helps to build team spirit.
· Relates well to people at all levels.

Coping with pressure and setbacks
· Works productively in a high pressure environment.
· Keeps emotions under control during difficult situations.
· Maintains a positive outlook at work.

Adapting and responding to change
· Adapts to changing circumstances.
· Rapidly learns new tasks and quickly commits information to memory.

Organising and executing
· Focuses on customer needs and satisfaction.
· Sets high standards for quality, quantity and accuracy.
· Excellent administrative and organisational skills.
· Works in a systematic, methodical and orderly way.
· Follows procedures and policies.

Information Technology
· Competent user of Microsoft Office and confident to learn and use new technologies.

Other
· Upholds ethics and values, demonstrates integrity and promotes and defends equal opportunities.
· Commitment to the safeguarding and welfare of all pupils.
· This post is subject to an enhanced Disclosure and Barred Service check.

Ark is committed to safeguarding and promoting the welfare of children and young people in our academies.  In order to meet this responsibility, we follow a rigorous selection process. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check.

