ALL HALLOWS RC HIGH SCHOOL

	Job title
	Grade
	Location

	Receptionist 
	
	All Hallows RC High School


Note to applicants

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.
















        

           (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Able to deal effectively with people at all levels from a broad range of organisations
	A, I

	2. 
	Willingness to access training in First Aid
	A, I

	3. 
	Excellent written and oral communication skills
	A, I

	4. 
	Attention to detail and an ability to produce high quality documentation to deadline
	A, I

	5. 
	Experienced in the use of MS Office (MS Excel, Word, Outlook and PowerPoint) with excellent word processing skills
	A, I

	6. 
	The ability to manage a varied workload in an organised manner 
	A, I

	7. 
	Ability to use initiative and follow tasks through to completion
	A, I

	8. 
	Good level of literacy and numeracy 
	A, I

	9. 
	Enthusiastic and flexible approach to the task and to team work
	A, I

	10. 
	Confidentiality
	A, I


	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	First Aid Qualification.
	A, I

	2. 
	Experience of working in a school or similar environment
	A, I

	 3.
	Experience in the use of computerised systems.
	A, I

	 4.
	Handling cash
	A, I

	 5.
	Knowledge of SIMS modules
	A, I


Method of assessment (* M.O.A.)

A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre


