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	Person Specification for School Receptionist

	Experience:
	Essential: Minimum of 1 years experience of working in a school environment. 
Experience of general clerical/ administrative duties.
Ability to use SIMs. 

	Qualifications or Training:
	NVQ 2 or equivalent qualification or experience
SIMs training

	Practical Skills:
	Good numeracy and literacy skills
Effective use of IT 
Ability to use relevant technology /equipment
Good keyboard skills
Good Telephone Skills and Verbal Communication
Professionalism
Good Organisation skills
Works well under pressure


	Personal Qualities & Attributes:
	Ability to relate well to children and adults.
Able to work constructively as part of a team, understanding school roles and responsibilities and own position in these.
Able to work in a fast paced busy office where no two days are the same. 
Ability to identify own training and development needs and willingness to participate in development and training opportunities.
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