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PERSON SPECIFICATION
Receptionist
	Category
	Essential / Desirable

	Qualifications
Minimum of English and Maths GCSE’s level C/4 or above or equivalent work experience
	
Desirable

	Knowledge, skills and abilities
Excellent interpersonal, communication and collaboration skills to facilitate purposeful relationships and effective dialogue with a diverse range of stakeholders
A self-starter with a strong work ethic and the ability to complete tasks independently
Ability to operate office systems, including email, telephone systems and standard IT applications (e.g. Microsoft Office)
Excellent interpersonal, communication and collaboration skills, with the ability to build positive relationships at all levels
Strong organisational skills and the ability to manage multiple priorities with accuracy and attention to detail
Ability to maintain confidentiality, integrity and professionalism at all times
Experience of managing telephone calls, visitor enquiries and administrative processes
	
Essential

Essential

Essential

Essential

Essential

Essential

Desirable

	Commitment to 
Safeguarding and child protection and safer recruitment
Showing respect for all members of the school, stakeholders and wider community
Promoting the Trust’s vision, mission and values
	
Essential
Essential

Essential
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