HamiltonSchool

A PLACE OF EDUCATION, GROWTH & OPPORTUNITY

PERSON SPECIFICATION

Receptionist & Administration Officer

Qualifications, training and education

o Essential: NVQ Level 2 or equivalent qualification.

o Essential: Competence in the use of Microsoft Office applications.

e Desirable: Experience of using a school Management Information System (MIS) or
equivalent.

e Desirable: First Aid training or willingness to undertake training

Skills and abilities

Communication

o Ability to provide professional and courteous customer service and respond appropriately to
enquiries from pupils, parents, carers, staff and external agencies.

o Ability to communicate effectively both verbally and in writing with a wide range of
stakeholders.

¢ Ability to build and maintain positive professional relationships with colleagues, families and
external partners to support positive engagement with the school community.

Organisation and planning

o Ability to work effectively in a busy environment with frequent interruptions while maintaining
accuracy and professionalism.

o Ability to prioritise workloads, manage competing demands and meet deadlines.

e Ability to maintain accurate records, information systems and administrative processes.

o Ability to maintain confidentiality and handle sensitive information appropriately.

Pastoral and inclusion

e Ability to support pupil welfare requirements with sensitivity, discretion and professionalism.
e Commitment to safeguarding, promoting the welfare of children and contributing to a safe
learning environment to support student wellbeing and safety.
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Technical skills

e Competence in the use of Microsoft Office applications and administrative systems.
o Ability to learn and use new systems, technologies and processes effectively.
¢ Ability to maintain electronic and paper-based record systems accurately.

Personal qualities

Reliable, professional and accountable approach to work.

Ability to work collaboratively as part of a team and use initiative when working independently.
Flexible and adaptable approach to changing priorities and operational needs.

Strong attention to detail and commitment to maintaining accurate information.

Ability to remain calm, resilient and professional when working under pressure.
Commitment to ongoing professional learning and development.

Requirements specific to the role

o All staff and volunteers are expected to be committed to safeguarding, equality and
promoting the welfare of children and young people.

e To ensure awareness of local safeguarding policies and procedures and to report any
concerns or information received as required.

e Suitability to work with children.

e Commitment to maintaining confidentiality and handling personal information in accordance
with data protection requirements.

e Ability to comply with safeguarding, health and safety, equality and statutory requirements
relevant to the role.

e Enhanced DBS clearance and Enhanced Children’s Barred List check required.
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