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PERSON SPECIFICATION

Receptionist/Administrative Assistant
Grade: 14
	1.
Work Experience

	
Essential
	
Desirable

	· Experience of greeting guests and visitors and making them feel welcome in a positive and friendly manner
· Experience of answering the telephone and transferring calls
· Working in an office environment

· Ability to promote a positive image of the school to visitors and parents/carers
	· Experience of working with confidential information
· Experience of administrative duties and office procedures
· Familiarity with a school environment



	2.
Professional Qualities

	
Essential
	
Desirable

	· Good working knowledge of MS Office to a competent level within an office environment, especially MS Word Excel and Outlook

· Excellent interpersonal and communication skills with a diverse range of people
· Ability to work using own initiative

· Excellent organisational skills

· Positive and friendly persona

· Ability to prioritise and problem solve

· Ability to meet deadlines

· Ability to promote a positive image of the school to visitors

· Excellent attendance and punctuality
· Willingness to take on responsibilities
	· Experience of using SIMS database



	3.
Qualifications

	
Essential
	
Desirable

	· 5 GCSEs or equivalent level qualification including English and Maths (at grade C/4 or above)


	

	4.
Personal Qualities

	
Essential
	
Desirable

	· Ability to work under pressure

· Sense of humour

· Ability to establish good working relationships with colleagues

· Work effectively in a team

· Willingness to go the “extra mile” and further the aims of the school

· Enthusiastic, self-motivated, able to demonstrate initiative.  Can-do attitude
· Attention to detail

· Integrity, tact and diplomacy
· Approachable with good interpersonal skills


	

	5.
References

	
Essential
	
Desirable

	· 2 fully supporting references which cover the candidates’ professional, personal and leadership qualities

· Full DBS successfully completed
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