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Lead Receptionist
Person Specification
	
	ESSENTIAL
	DESIRABLE

	EXPERIENCE
	Experience of a customer facing role
Experience of line leadership responsibility
	Experience of working in at least one other school in a clerical/administrative position
Experience of managing a small team or department
Experience of working with young people

	QUALIFICATIONS
	A good standard of general education including A-C pass/Grade 4 or above at English O Level/GCSE 
First aid qualification or willingness to complete training.
	Relevant vocational qualifications


	KNOWLEDGE & SKILLS
	Ability and willingness to take ownership of the reception department, including but not limited to, management of receptionist, ensuring continued efficient and professional service delivery, leading on, identifying and delivering necessary changes 
An excellent level of IT ability with Windows and Microsoft Office, including Word, PowerPoint, Excel and Teams
Good literacy and numeracy skills
Excellent oral and written communication and organisational skills
Meticulous attention to detail and accuracy
Ability to develop good, collaborative working relationships with immediate colleagues and wider team
Knowledge, understanding and commitment to absolute confidentiality of all information
Knowledge, understanding and commitment to safeguarding issues in a school environment including, but not limited to, appropriate staff/student relationships
	Experience of using an MIS system

	APTITUDES
	Ability to work effectively under pressure and maintain an optimistic and positive attitude
Ability to maintain personal drive and energy
Ability to relate well to people at all levels
Have a drive for continuous improvement in regard to processes
An aptitude to work as part of a team whilst also being self-motivated and action oriented
A high level of personal organisation skills
An ability to manage your own personal stress levels
A strong team player (school wide)
A commitment to provide a quality support to the pupils and parents of LPGS
Ability to show initiative and prioritise one’s own work
A real team player with a flexible approach
	A real interest in lifelong learning and the work of schools within the community
Being ready to take advantage of additional training towards a more flexible working role within the school

	CIRCUMSTANCES
	Flexibility with regards to hours and willingness to work irregular hours on occasion
	

	VALUES
	A commitment to equality and diversity
Personal integrity, dedication and commitment to the school
A professional manner and attitude
Discreet, trustworthy, responsible, reliable and punctual
Promoting the school’s ethos, commitments and aims and Trust values
Pride in work to deliver high levels of service
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