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	The LEARNERs’ Trust
Eckington Business Centre 2,	8 Gosber Street, Eckington,	Sheffield, S21 4DA


 
Post: School Business Assistant- Reception

	Personal Skills Characteristics 
 
	Method of Assessment 
(List Code Below) 

	1. Qualifications/Experience 
· Appropriate qualifications NQF Level 2 qualification e.g. GCSEs Grades A*-C (4-9), NVQs Level 2, GNVQs Intermediate or evidence of the equivalent level of knowledge gained through work experience - Essential
· Commitment to attend appropriate training and development - Essential
· Experience of working in a Reception role- Essential
· Experience of working in a customer focused environment  - Essential
· Office experience within an educational establishment – Desirable 
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	2. Special Skills and Knowledge 
· Ability to use ICT proficiently across all aspects of school life (inc Microsoft Office) – Essential
· Understanding of the need for confidentiality and sensitivity - Essential
· Knowledge of Data Protection procedures – Essential
· Previous knowledge of Arbor – Desirable 
· Experience of Parent mail (or other school communication systems) – Desirable
· Knowledge of Safeguarding policies and procedures - Desirable
· Knowledge of school census procedures - Desirable
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	3. Personal Qualities 
· Clear oral communication - Essential
· Good written communication - Essential
· Ability to communicate effectively to a range of audiences - Essential
· Ability to form effective working relationships - Essential
· Ability to show initiative and work independently in a variety of situations- Essential
· Ability to work effectively and collaboratively as part of a team. - Essential
· Ability to remain calm in a pressurised environment- Essential
· Ability to prioritise workload and meet deadlines- Essential
· Ability to stay organised, motivated, and focused while working independently in a solitary office setting- Essential
· Good organisation skills - Essential
· Professionally articulate - Essential
· Good Time Management - Essential
· An understanding of and commitment to equal opportunities issues both within the workplace and the community in general - Essential
· Conscientious, honest and reliable - Essential
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	4. Personal Circumstances 
· The flexibility to respond to the full range of responsibilities described in the job description - Essential
	 
 
AF/I/R 

	5. Physical Requirements 
· No serious health problems which are likely to impact upon job performance; (that is, one that cannot be accommodated by reasonable adjustments). - Essential
· Good sickness/attendance record in current/previous employment, college or school as appropriate, (not including absences resulting from disability). - Essential
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Key:  
AF = Application Form					I = Interview 
R = References					CQ = Certificate of Qualification 
T= Assessment Task 
This specification has been prepared in accordance with the requirements of the Trust’s Equal Opportunities in Employment Policy.  We undertake to make any ‘reasonable adjustments’ to a job or workplace to counteract any disadvantages a disabled person may have.  Disabled applicants who meet the essential short-listing criteria will be guaranteed an interview. 
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