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Person Specification: School Office Receptionist
This person specification is designed to enable potential applicants for this role to determine how fully they currently meet the requirements of the role. It will be used to shortlist applicants and as part of the selection process.  

It is not necessary to meet all points listed below in order to apply.  We are very keen to hear from applicants who believe they are, in broad terms, a ‘good fit’ for the role as described. 

Applicants should describe in their application how they meet these criteria.
	
	CRITERIA 

	QUALIFICATIONS

	· GCSE Maths and English

	EXPERIENCE


	· Previous School Office Receptionist experience
· Operational experience of administrative systems

	SKILLS AND ABILITIES


	· Excellent Communicator with a courteous and articulate manner, in person, in writing and over the telephone.
· Ability to positively identify pupil needs as soon as they arise and act expediently.

· Ability to assess any potential safeguarding issues and to take appropriate actions as and when they arise.

· Ability to work in an organised and methodical manner and maintain accurate records.
· Ability to work with confidential and sensitive information.
· Ability to work effectively and supportively as a member of the school team.
· Ability to Support the Teaching Team so that they can deliver the best education for our children.

· Ability to organise and prioritise workload to achieve deadlines.
· Able to deal professionally, calmly, tactfully and effectively to a wide range of adults and children.
· Ability to receive and assess information over the telephone, by email or in person and refer to the appropriate person or source of information.
· Ability to investigate queries and anomalies when required.
· Ability to operate computerised and manual filing systems and to make improvements where necessary.
· Co-ordination skills when arranging meetings and appointments.
· Computer literacy – ability to produce a range of accurate documents and standardised reports using Windows and Microsoft office suite

· Commitment to equalities and the promotion of diversity in all aspects of working.
· Sympathetic to the core aims and values of the Trust and school and their Church of England ethos


	KNOWLEDGE
	· an understanding of the work of a school and safeguarding issues
· Of procedures for a range of administration activities including knowledge of various IT packages.
· Awareness of a School’s data protection policy and procedures and Knowledge of computerised and manual filing systems.


