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Person Specification


	Receptionist


	Assessment Key:
	A = Application Form
	I = Interview
	RE – Reference
	AS - Assessment



	Education & Qualification
	Essential
	Desirable
	Assessment

	1
	Good educational background including English and Maths
	✓
	
	A

	2
	Relevant qualifications at ‘A’ Level or above
	
	✓
	A

	Experience
	Essential
	Desirable
	Assessment

	3
	Solid working experience in a busy front of house, public facing role or reception environment.
	✓
	
	A/I

	4
	Experience of working in an environment with confidential and sensitive documentation and information.
	✓
	
	A/I

	5
	Experience of working with a number of stakeholders
	✓
	
	A/I

	6
	Experience of administrative or secretarial work
	✓
	
	A/I

	7
	Experience of working in an educational establishment
	
	✓

	A/I

	Knowledge & Skills
	Essential
	Desirable
	Assessment

	8
	Exemplary communication skills face to face, over the telephone and in writing emails, both taking messages and relaying them with accuracy
	✓
	
	A/I

	9
	Ability to problem solve and use own initiative in pressured circumstances
	✓
	
	A/I

	10
	Ability to foster and promote good relationships with all stakeholders. 
	✓
	
	A/I

	11
	Ability to be flexible, adaptable and methodical in identify work priorities, managing own workload within agreed parameters and changing demands
	✓
	
	A/I

	12
	Ability to work independently, with good self and time management skills, using own initiative and multi-tasking within a fast passed environment
	✓

	
	A/I

	13
	Knowledge of administrative procedures
	✓

	
	A/I

	14
	Ability to build and maintain effective working relationships with all stakeholders, contributing to team meetings and sharing/delivering ideas
	✓

	
	A/I

	15
	Good ICT knowledge & ability to demonstrate effective use of ICT including Microsoft Office and web browsing
	✓

	
	A/I

	16
	Ability to undertake annual, mandatory training plus additional appropriate training and professional development to supplement gaps in knowledge
	✓
	
	A/I

	17
	Knowledge and practical experience of MIS (Management Information Systems) and other educational interfaces such as Arbor.
	
	✓
	A/I

	18
	Knowledge of school-based programmes
	
	✓

	I

	19
	Experience of working with contractors or outsource agencies
	
	✓

	A/I

	Personal Qualities 
	Essential
	Desirable
	Assessment

	20
	Excellent interpersonal, persuasion and negotiation and communication skills. 
	✓ 
	 
	I 

	21
	To respond calmly to resolve challenging situations
	✓ 
	 
	I

	22
	Honest & reliable
	✓
	
	RE

	23
	To work as part of a supportive team
	✓
	
	RE

	24
	A reflective practitioner who sets high expectations of themselves
	✓
	
	I

	25

	High personal standards in terms of attendance, punctuality and organising workload. 
	✓ 
	 
	I/RE

	26
	Professional approach when dealing with all issues, students, and staff. 
	✓ 
	 
	I/RE

	27
	Commitment to continual School & Personal improvement and challenging norms. 
	✓ 
	 
	A/I/RE

	28
	Think creatively and collegiately to solve problems and identify opportunities.  
	✓ 
	 
	I

	29
	Positive and enthusiastic approach towards work. 
	✓ 
	 
	I

	30
	Can seek support and advice when needed
	✓ 
	
	I/RE

	School Policies
	Essential
	Desirable
	Assessment

	31
	Support the School’s policies on safeguarding and child protection
	✓
	
	A/I

	32
	Commitment to Equal Opportunities; the ability to support and develop the School’s Equal Opportunities policies.
	✓
	
	A/I

	Other
	Essential
	Desirable
	Assessment

	33
	Flexibility of working hours 
	✓
	
	A/I



Date: ………..........................     Signed: .....................................................................................................
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