	PERSON SPECIFICATION – RECEPTIONIST 



	Category
	Essential
	Desirable

	1. Faith Commitment

	· Understanding of the distinctive nature of a faith school.
	.

	2.  Qualifications
	· 4 GCSE’S or equivalent Grade 4 - 9 or equivalent to include English & Maths.
	· Administration Qualification.

	3.  Experience
	· Practical experience of working in an office environment.
· Working successfully and cooperating as a member of a team.
	· Experience of working within a school reception or office.
· Experience of using a database
· Experience of working around children/young persons, preferably in a school setting.

	4. 	Knowledge
	· Effective use of ICT packages; to include Microsoft Office – Excel, Word and email.
	

	5. Training &   Development
	· Willing to undertake training to fulfil the needs of the role and support the school and academy.
	

	6.  Personal Qualities & Abilities
	· Excellent Timekeeping.
· Flexible attitude to work to include;
· Working hours
· Demands and changes in the role
· Willingness to be involved in the school
· Smart professional appearance.
· Honesty, integrity and reliability.
	

	6.  Professional Skills, Qualities & Abilities





	· Ability to undertake a range of office administration, accurately and efficiently including data entry skills.
· Excellent organisation skills.
· Ability to prioritise workload and to work to, and to meet, deadlines.
· Excellent communication skills both written and verbal, parents/carers, visitors, staff and other outside agencies.
· Able to identify the needs of the school office, including the extended services within school.
· Ability to problem solve.
· Ability to work accurately under pressure in a very busy environment.
· Ability to work using own initiative and as part of a team.
· Ability to fulfil reception duties including;
· A polite professional telephone manner.

· Ability to record and relay accurate messages.

· Provide a first point of contact service for students, parents/carers, visitors, staff and other outside agencies.

· Ability to work in partnership with all staff, teaching and support at school and within the academy, with resilience and enthusiasm.
	.

	7.	References
	· Positive recommendation in professional references.

	



