Person Specification – Administrative Assistant-Reception

	
	
Essential
	
Desirable


	
Qualifications 

	
· GCSE in Mathematics and English Grade A-C or equivalent experience
· NVQ Level 2 in relevent subject

	


	Experience
	· Experience of working within an office environment
	· Previous experience of working in a school or public setting
· Previous experience of the school management system SIMS
· Experience of maintaining databases 

	Knowledge and Understanding
	· Knowledge of Child Protection and Safeguarding issues
· Appropriate level of data protection, security and confidentiality awareness
· Basic understanding of financial processes and systems
	

	
Skills









	· Good strong communication skills, both oral and written and excellent telephone manner
· Good IT skills
· Good writing skills, including grammar, spelling and punctuation
· Ability to manage own time efficiently and prioritise workloads
· Ability to adhere to deadlines and have excellent time management
· Ability to maintain accurate records and filing
· High level of accuracy and attention to detail
· Proficient in Microsoft Office and willing to learn school finance systems.

	· Experience of managing difficult situations

	
Personal Qualities
	· Good communication skills 
· Calm and patient 
· Team Player 
· Flexible attitude
· Able to to work across multiple sites when needed
	

	Other Criteria
	DBS and medical clearance
	



