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	Essential
	Desirable

	Qualifications and Training
	GCSE (or equivalent) in English and Maths
	NVQ Level 2 or equivalent in a relevant subject


	
	Work experience in a relevant organisation
	Undertaken training in SIMS

	Knowledge, Abilities, Skills, Experience

	Knowledge of software packages used for:
Word Processing e.g. Word
Spreadsheets e.g. Excel
Email e.g. Outlook
Internet e.g. Internet Explorer
	Experience of the reception function in a school office

	
	Excellent telephone manner
	

	
	Excellent written and oral skills
	

	
	Knowledge of data protection, security and confidentiality
	

	
	Health and safety awareness
	

	Personal qualities/ attributes

	To be able to develop positive relationships with all stakeholders.

	

	
	Able to work as part of a team

	

	
	To be flexible and approachable in a busy day to day environment 

	

	
	Ability to cope with and adapt to change

	

	
	To demonstrate the commitment towards being part of the life of the school
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