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 Person Specification for Receptionist / Administrator– Scale 4
	
	Essential
	Desirable
	Assessed via
	
	

	Qualifications: 

	GCSE pass grade C or above (or equivalent) in Maths, English 
	
	
	Application form and certificates checked at interview
	
	

	Level 2 qualification or equivalent in a relevant discipline 
	
	
	
	
	

	Experience: 

	Experience working on a busy reception desk, receiving guests and visitors
	
	
	Application form
	
	

	Experience working in a school or similar environment
	
	
	Application form
	
	

	Experience working in a special education environment
	
	
	
	
	

	Experience of clerical and office duties and procedures
	
	
	Application
form
	
	

	Knowledge and Skills:

	Competent using full Windows package including Word, Excel,  Powerpoint, internet and email
	
	
	Application/ Task
	
	

	Able to use SIMS system
	
	
	Application
	
	

	Highly organised and meticulous in maintaining filing and admin systems
	
	
	Application/ Interview
	
	

	Awareness of responsibilities under GDPR
	
	
	Application
/ Interview
	
	

	Able to work under own initiative with minimal supervision
	
	
	Task
	
	

	Willing to undertake training and other CPD activities in order to further develop any additional skills needed for the role
	
	
	Interview
	
	

	Role Specific:

	Clear communicator on telephone and face to face. Able to, speak and write in grammatically correct English to an excellent standard
	
	
	Application/Interview/ Task
	
	

	Ability to speak more than one language and willing to use language skills to communicate with parents and visitors
	
	
	Application form
	
	

	Understands safeguarding procedures relating to the role
	
	
	Interview
	
	

	Trustworthy and understands the importance of confidentiality 
	
	
	Application/Interview
	
	

	Personal Qualities:

	The candidate is willing to put our students needs at the centre of all they do at work. 
	
	
	Interview
	
	

	Reliable and punctual and with an excellent attendance record
	
	
	Reference
	
	

	Excellent team working skills
	
	
	Interview / Task
	
	

	Ability to articulate and communicate professionally with colleagues at all levels, both internally and externally
	
	
	Interview
	
	

	Friendly, approachable, polite, professional and empathetic
	
	
	Interview 
	
	

	Resilient. Able to meet demands of a challenging high pressured environment and deal with emergencies when required
	
	
	Interview
	
	

	Flexible. Able to manage last minute changes when required
	
	
	Interview
	
	

	Able to undertake all aspects of the role 
	
	
	Interview
	
	

	High expectations of self and others
	
	
	Interview
	
	

	Well-groomed and presented in line with requirement of the role.
	
	
	Interview
	
	

	Committed to equality of opportunity for all
	
	
	Interview
	
	

	Ability and willingness to work at others sites as required.
	
	
	Interview
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