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The Streetly Academy - Person Specification – Receptionist 
	
	Essential
	Desirable

	Qualification
	
	

	Good Level of numeracy and literacy skills to GCSE or equivalent
	(
	

	
	
	

	Experience
	
	

	Working effectively within an administrative setting and managing own workload 
	(
	

	Managing MIS  ideally within an educational establishment
	(
	

	Use of databases and data inputting
	(
	

	Experience of working with children/young people of relevant age
	
	(

	Working effectively within a school environment
	
	(

	Use of ARBOR
	
	(

	
	
	

	Knowledge and Skills
	
	

	Excellent listening qualities and empathy
	(
	

	Strong oral communication skills with internal and external people at all levels
	(
	

	Ability to deal with enquiries in a professional and sensitive manner
	(
	

	Basic level of ICT skills
	(
	

	Awareness of GDPR and confidentiality
	(
	

	Ability to prioritise workload and work to deadlines effectively
	(
	

	Ability to maintain high standards under pressure
	(
	

	Capacity to show initiative and take responsibility
	(
	

	
	
	

	Personal Attributes
	
	

	Ability to take initiative and work independently 
	(
	

	Adaptable and flexible
	(
	

	A record of reliability and integrity 
	(
	

	Highly effective communicator 
	(
	

	Ability to work as part of a team
	(
	

	Commitment to the safeguarding and welfare of all students
	(
	

	
	
	


