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RECEPTIONIST & GENERAL ADMINISTRATOR
[bookmark: _Hlk216952334]H4 ((£25,989 pro-rata) term-time plus one week
Mornings or afternoons (exact hours tbc)

Person Specification
Experience
· Front-of-house/customer service experience
· Clerical/administrative experience
· Previous experience of working in a school office - desirable
· Experience of using Arbor or another school MIS/database – desirable
· First aid qualification - desirable

Skills & Abilities
· Excellent interpersonal and communication skills
· Clear and professional telephone manner
· High level of proficiency in Microsoft Office (Word, Excel, PowerPoint, Outlook) and Google Workspace
· Ability to act on own initiative and prioritise workload
· Ability to work effectively as part of a team
· Good standard of literacy and numeracy
· Good organisational skills and attention to detail
· Ability to handle sensitive and confidential information with discretion
· Ability to work effectively in a busy, fast-paced environment and manage competing demands.

Personal Attributes
· Friendly and professional manner
· Reliable and punctual
· Calm, professional and courteous when dealing with difficult or demanding situations
· Good sense of humour
· Willingness to undertake training
· Commitment to the safeguarding of children and young people
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