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EMPLOYEE SPECIFICATION
POST TITLE: 
Receptionist  (Term Time only)


Temporary


Permanent
  (


	
	Essential
	Desirable
	How Measured During Recruitment

and Selection Progress

	Experience

	· Experience of dealing with members of the public

· Experience as a Receptionist
· Experience of using Microsoft Office including Word
· Experience of carrying out admin. tasks including photocopying and filing
	· Experience of working in a school/educational setting
· Experience of using SIMs Information Management System 

· Experience of using Microsoft Office including Excel


	· Application
· References
· Interview


	Education/Training Qualifications
	· Grade C/4 or higher in GCSE English and GCSE Maths

	· Receptionist qualification

· ICT qualification
	· Application



	Skills


	· Excellent interpersonal skills 

· Ability to maintain confidentiality 

· Ability to make people feel welcome

· Excellent written, digital and verbal communication skills 

· Excellent administrative and organisational skills

· Ability to work on own initiative and make decisions 

· Ability to work as a member of a team 
	· Excellent IT skills


	· Application

· References

· Interview



	Personal Qualities


	· To be suitable to work with children/young people
· To have high standards and pay close attention to detail to ensure the delivery of an excellent service

· To enjoy working with people, including young people
· To be honest and trustworthy

· To have high expectations of self and others

· To be friendly, professional, personable and approachable

· To be resilient, work effectively under pressure and meet deadlines
· To be charismatic 

· To be confident
· To have empathy, humility and a sense of humour

· To be capable of working unsupervised

· To be flexible in order to cope with the demands of the post
	· To be innovative


	· At interview motivation and attitudes appropriate to working with vulnerable groups will be discussed along with any issues arising from references
· DBS check
· Interview

	Physical


	· A good health record
	
	· Application/Interview/References



