Employee Specification – Receptionist

Detailed below are the types of skills, experience and knowledge that are required of applicants applying for the post. The ‘Essential’ requirements indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post. The points detailed under ‘Desirable’ requirements are additional attributes to enable the applicant to perform the position more effectively or with little or no training. They are not essential but may be used to distinguish between acceptable candidates.
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	Person Specification 
	Essential 
	Desirable
	Method of Assessment 

	Knowledge  

	Knowledge of general office procedures and practice.
	
	
	A & SP

	Knowledge/qualifications demonstrating ability in numeracy and literacy.
	
	
	A & SP

	Experience

	Experience of dealing with queries from a wide range of people.
	
	
	A & SP

	Experience in using the Microsoft package (Word, Excel, etc).
	
	
	A & SP

	Experience of working as part of a team.
	
	
	A & SP

	Experience of organising work tasks and duties to meet appropriate service standards, e.g. in terms of timeliness, accuracy and customer care.
	
	
	A & SP

	Experience of working in a school office environment.
	
	
	A & SP

	Experience of School Information Management System (SIMS)
	
	
	A & SP

	Skills

	Able to communicate clearly and effectively with a wide range of people, including sensitive and complex information.
	
	
	A & SP

	Able to file, retrieve, sort and complete documents accurately.
	
	
	A & SP

	Able to use a range of office equipment (e.g. printers, photocopiers, phone system).
	
	
	A & SP

	Able to process documentation using the Microsoft Office package (Word, Excel, etc).
	
	
	A & SP

	Able to accurately enter/retrieve data information from information systems.
	
	
	A & SP

	Able to work flexibly as part of a team, and also to work on own initiative.
	
	
	A & SP

	Able to prioritise work tasks to meet conflicting deadlines.
	
	
	A & SP

	Able to understand and follow instructions.


	
	
	A & SP



	Behaviour & Characteristics

	Courteous, professional, calm and friendly.
	
	
	A & SP

	Self-motivated with a positive and solution based attitude. 
	
	
	A & SP

	Willing to abide by the Council’s Equal Opportunities Policy in the duties of the post and as an employee of the Council.
	
	
	A & SP

	To display a responsible and co-operative attitude to working towards the achievement of the service area aims and objectives.
	
	
	A & SP

	An ability to respect sensitive and confidential work.
	
	
	A & SP

	Commitment to own personal development and learning.
	
	
	A & SP




Safeguarding:
[bookmark: _GoBack]The East SILC is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Appointments are made subject to a satisfactory Disclosure and Barring Service check (DBS formally CRB) and medical clearance from Leeds City Council’s Occupational Health Service.
It is illegal to apply if you are on the children’s barred list.
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