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Admin Assistant/Receptionist

	Area
	Essential
	Desirable
	How evidenced?

	Qualifications
	5 x A* - C GCSE grades or equivalent,

including English & Maths, or NVQ 2 Business Admin
	NVQ 3 Business Admin


	Application

Interview



	Experience
	Experience of working in a busy office


	Work in a similar role

Work in school/educational office

Working knowledge & use of SIMS and producing reports
	Application

Reference

Interview



	Skills/knowledge
	Good ICT skills including a working knowledge of Microsoft Office packages including:  Word and Excel 

Competent in carrying out general office tasks including Reception duties

  Ability to prioritise a varied workload

Ability to work under pressure
Excellent communication skills 
Excellent time management and

organisational skills
Good team player


	Knowledge and use of SIMS
	Application

Reference

Interview

Test

	Personal qualities
	Good time keeper

Personable, honest, reliable and trustworthy

Adaptable and flexible

Ability to work on own initiative

Ability to work effectively as an individual and as a team member

Ability to communicate effectively with parents, staff and children

Pro-active approach to work

Able to be discreet and confidential as and when required
Ability to make decisions 

Good sense of humour, patience and understanding
	
	Reference

Application form



