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PERSON SPECIFICATION – RECEPTIONIST / ADMINISTRATION OFFICER

	
	Evidence from

	TRAINING AND QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	Application
	Interview
	References

	Minimum 5 passes including English and Mathematics at GCSE (Grade A* - C) or equivalent
	√
	
	√
	
	

	NVQ3 or equivalent in administration
	
	√
	√
	
	

	First aid at work (training can be given)
	
	√
	√
	
	

	
	
	
	
	
	

	EXPERIENCE
	
	
	
	
	

	Experience of general clerical and administration work
	√
	
	√
	√
	√

	Experience of working in a team
	√
	
	√
	√
	√

	Experience of working in a school environment
	
	√
	√
	√
	√

	PROFESSIONAL KNOWLEDGE
	
	
	
	
	

	Ability to use IT including Microsoft Office
	√
	
	√
	√
	√

	Knowledge of SIMS
	
	√
	√
	√
	√

	Fluent and accurate keyboard skills
	√
	
	√
	√
	√

	
	
	
	
	
	

	SKILLS AND PERSONAL QUALITIES / CHARACTERISTICS
	
	
	
	
	

	Able to work effectively as part of a team and work alone
	√
	
	√
	√
	√

	Good interpersonal skills both with colleagues and students
	√
	
	√
	√
	√

	Commitment to safeguarding and promoting the welfare of children
	√
	
	√
	√
	√

	Ability to understand and implement school policies and procedures
	√
	
	√
	√
	√


	OTHER
	
	
	
	
	

	Access to a car of means of mobility support (if driving then must have a current valid driving licence and appropriate insurance) to travel to the post office on a daily basis.
	√
	
	√
	√
	


