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ST MARY’S CATHOLIC PRIMARY SCHOOL
PERSON SPECIFICATION RECEPTIONIST/ADMINISTRATIVE ASSISTANT



	
	MINIMUM ESSENTIAL REQUIREMENTS
	Method of Assessment

	Education and Qualifications
	1. High standard of Numeracy and Literacy – minimum of GCSE Grade C minimum or  equivalent.
1. Good background of word processing and IT skills

	A /certificates.


	Knowledge and Experience
	· Previous experience in a busy office/reception environment.
1. Experience in the handling, reconciling and security of financial resources.
1. Knowledge and experience of working with School Office systems, Arbor attendance and dinner money modules. 
1. Experience of working with IT systems and packages, including Microsoft Office


	A/I

	Skills and Abilities











	1. Excellent communication and customer care skills
1. Ability to work with a high level of accuracy.
1. Effective written and verbal skills  appropriate for a range of different situations.
1. Ability to deal with difficult situations. 
1. Ability to liaise with staff of all levels
1. Excellent time management skills.
1. Ability to prioritise workload..
1. Deal sensitively to the needs of children, staff parents and visitors.
1. Be able to resolve problems and conflicts  and maintain good working relationships. 
1. Ability to work on own initiative and as part of a team.
1. Efficiency and accuracy in maintaining diaries and records
1. Ability to create and maintain positive working relationships with contractors, suppliers and service providers.
1. Be confident and efficient in the handling and receipting  of monies e.g. dinner monies, school fund in accordance with Financial Regulations.

	A/I

	Work Related Circumstances
	1. To understand and practice the strict needs of confidentiality.
1. Pleasant and calm manner when dealing with the public face to face or on the phone.
1. Positive, committed and innovative attitude
1. To demonstrate a high standard of professionalism and integrity.
1. To demonstrate flexibility and willingness to adapt to change.
	A/I

	Other Requirements 
	1. Empathy towards the school’s aims, ethos, values and Mission Statement
1. Willingness to participtae in professional and personal development training programmes.
1. Willingness to work  flexibly or additional hours to meet deadlines.
1. To support other members of staff when appropriate
1.  Commitment to comply with policies, legislation and regulations relating to  safeguarding, child protection, health and safety, security, finance, confidentiality and data protection. and Health & Safety policies and procedures.

	A/I

	A – Application Form                                              I – Interview                                     S – Supporting Statement
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