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	Howletch Lane Primary School

Post: Receptionist - Grade 2 Points 3-4
Person Specification

	CRITERIA


	ESSENTIAL
	DESIRABLE
	

	QUALIFICATIONS & TRAINING


	4 GCSE Grades A-C including Maths and English (or equivalent) 

NVQ Level 3 in Business Administration or working towards the qualification


	Recent First Aid training

Safeguarding training
	

	EXPERIENCE
	Previous experience of working within a busy school office environment.
Previous experience of providing customer service/support to general public

Experience of handling confidential/sensitive information
	
	

	SKILLS, KNOWLEDGE & APTITUDE
	Knowledge and experience of data systems
High level of written and oral communication skills

ICT skills including Microsoft Word, Office 365 and Excel

Ability to work flexibly either on own or as part of a team 
Enthusiasm and ability to use initiative and to prioritise tasks

Ability to work within school protocols and guidelines
	Ability to work to tight deadline

Experience of school systems

	

	PERSONAL ATTRIBUTES
	Articulate, reliable, conscientious with an approachable manner
Ability to build and maintain positive working relationships with colleagues and a range of stakeholders

High level of confidentiality and discretion

Caring, sensitive manner to deal with pupils who may be sick or injured

Ability to present oneself professional and as a role model to pupils in speech, dress, behaviour and attitude.


	
	



