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RECEPTIONIST
PERSON SPECIFICATION
	SPECIFICATION
	ESSENTIAL
	DESIRABLE

	Skills/ Attributes
	Ability to work on own initiative

Excellent interpersonal, communication and telephone skills
Excellent IT skills


	Experience of using Excel spreadsheets

Experience of using educational databases such as SIMS



	Qualifications/Training
	Good standard of general education including Maths and English


	First Aid qualification

	Experience
	Experience of handling confidential issues


	Minimum of 2 years relevant experience in a school office or reception



	Personal Qualities
	Able to communicate well with staff and students 
Able to stay calm under pressure
Be well organised and methodical

Able to demonstrate the willingness, commitment and ability to safeguard and promote the welfare of students

	

	Candidates should take account of this Person Specification in their letter of application.

The interview panel will thoroughly explore issues relating to safeguarding and promoting the welfare of children.  
Additionally, for short-listed candidates, any relevant issues relating to employment breaks or reference queries will be taken up at interview.



