Walsall Academy
PERSON SPECIFICATION: Receptionist, Administration and Reprographics Assistant

Attributes

Essential

Desirable

Evidenced Through

QUALIFICATIONS

GCSE English and Maths Grade C / 4 or above, with
further GCSEs

A levels or the equivalent

Higher level relevant qualification
Trained in matters relating to the
Safeguarding of children

Evidence of paper
qualifications

WORK RELATED
EXPERIENCE
AND
ASSOCIATED
SKILLS

Experience of working in a busy administrative role within
an educational setting

Excellent communication skills

Resilience, patience and professionalism to manage
children in a calm yet authoritative manner

Ability to encourage and maintain a good standard of
discipline through positive relationships and mutual respect
Ability to communicate to a variety of stakeholders
professionally

Ability to plan, organise and complete work to deadlines
Ability to complete work to the required standards of
accuracy and presentation

Ability to reflect on own practice

Experience of working in a [secondary]
school setting

Experience of working as part of a
team

Application Form
Interview and
communication

SPECIALIST
KNOWLEDGE
AND
UNDERSTANDING

Secure knowledge and understanding of administration in
schools

Ability to confidently use ICT software specifically Microsoft
Office

Identify ways the administration office
can be more effective and efficient by
contributing fresh ideas for
improvement

Experience of School Based
Management Information Software

Application Form
Interview questions

PERSONAL
SKILLS AND
ATTRIBUTES

A commitment to equal opportunities

Ability to establish good and productive working
relationships, and work well in a team

Ability to communicate effectively to staff, students,
parents, orally and in writing

Ability to be flexible as and when required
Excellent attendance and punctuality

Enthusiasm, energy and stamina

Sense of humour and perspective

Personal presence

Application Form
Interview questions
References
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SUPER NORTH STAR

Empower our students through engagement in education, to unlock their full personal and academic potential,
to become positive leaders of their own learning and valued citizens

VALUES

ENVIRONMENT
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