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	ESSENTIAL
	DESIRABLE

	1.Qualifications/ 	Training
	
· GCSE in English and Maths (grade A-C) or equivalent


	· Relevant administrative/customer services qualification
· FMS / SIMS.Net training
· Knowledge of admin in a school setting

	2.	Experience
	· Experience which clearly demonstrates the ability to successfully work in a demanding Reception
· Managing workload and the ability to prioritise
· Multi-tasking to meet tight deadlines
· Effective and influential communications in person, by telephone and in writing
	· Prior experience working in a school setting


	3.	Skills
	· The ability to work accurately and with discretion when dealing with personnel matters
· A team player with the ability to establish effective links with colleagues
· Able to motivate oneself  
· Proven IT ability, to include use of Microsoft Word and Excel 
· The ability to communicate clearly and accurately, both written and spoken, whilst paying attention to detail
· Ability to use initiative to respond to peaks and troughs in work flow whilst meeting deadlines and adapting accordingly
· Ability to prioritise tasks 
	· Able and willing to adapt to changing priorities and new systems effectively 

	4.	Additional 	Qualities

	· Ability to deliver a high quality service and demonstrate a commitment to continuous improvement
· Willingness to cooperate with others 
· Ability to handle sensitive and confidential issues and information
· Personal integrity
· Sense of humour 
· An understanding and commitment to equal opportunities in employment, child protection and education equity issues
· Reliable 
· To be willing and able to uphold the school’s values: Cooperation, Responsibility, Integrity, Resilience, Respect and Kindness
	· A passion for education and its role in society
· Flexibility
· Calm under pressure 



The postholder has responsibility for safeguarding and promoting the welfare of pupils at the school
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