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Receptionist
PERSON SPECIFICATION
	
	Attribute
	Essential / Desirable
	Assessment

	Qualifications and Professional Development

	
	NVQ Level 2 in Business Administration or relevant equivalent qualification, or English and maths to GCSE standard
	E
	A

	
	Confident user of Word Processing and other Microsoft Office programs 
	E
	A/I

	
	Knowledge of school information management systems
	D
	A/I

	
	First Aid at Work qualification (or willing to work towards)
	D
	A/I

	
	
	
	

	Knowledge and Skills

	
	Excellent communication skills, verbally and in written 
	E
	A/I/R

	
	Ability to work under pressure and to deadlines
	E
	A/I/R

	
	Ability to multi-task, prioritise work and manage conflicting demands
	E
	A/I/R

	
	Ability to work as part of a team
	E
	A/I/R

	
	
	
	

	Experience

	
	Previous experience of working as a receptionist
	D
	A/I/R

	
	Experience of working within a school/academy environment
	D
	A/I

	
	Experience of working with sensitive information
	E
	A/I/R

	
	Experience of using BROMCOM, ParentPay, or other MIS (training will be given)
	D
	A/I

	
	
	
	

	Personal Qualities

	
	Excellent interpersonal skills and able to demonstrate outstanding customer service
	E
	A/I/R

	
	Excellent organisational skills
	E
	A/I/R

	
	Flexible approach to work
	E
	A/I/R

	
	Good attention to detail
	E
	A/I/R

	
	Self-motivated and enthusiastic
	E
	A/I/R

	
	Willingness to undertake further professional development
	E
	I

	
	Willingness to contribute to the wider life of the school
	D
	I



Assessment and evidence: A = Application; I = Interview process; R = Reference
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