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A community of inspiration, excellence and opportunities for all to grow

PERSON SPECIFICATION

VISITOR RECEPTIONIST/ADMINISTRATIVE ASSISTANT
	
	Essential
	Desirable
	How Assessed

	General Qualifications and Training:

	GCSE English & Maths (or equivalent) or evidence of a good standard of literacy/numeracy and a commitment to life-long learning
	(
	
	Application form

	A commitment to life-long learning
	(
	
	Application form and     at interview

	Commitment to attend appropriate training and development, taking ownership of personal development and being willing to pursue development opportunities
	(
	
	Interview

	Relevant Experience:

	Experience in a previous customer-facing role 
	
	
	Application form;

at interview and reference

	Experience in effectively dealing with secondary school aged children
	
	
	Application form;

at interview and reference

	Experience of working in the reception/administrative office of an organisation 
	
	
	Application form;

at interview and reference

	Competent in the use of standard software applications such as Word, Excel, Outlook etc.
	
	
	Application form;

at interview and testing

	Practical experience of administering first aid under Health & Safety legislation


	
	
	Application form;

at interview and reference

	Personal and Professional Skills and Attributes:

	The ability to interact professionally with staff, students and visitors.
	
	
	Application form and at interview

	High professional standards
	
	
	Application form and at interview

	Willingness to offer a positive commitment to the life of the Academy
	
	
	Application form and at interview

	Excellent telephone manner
	
	
	Application form;

at interview and reference

	High level oral and written communication skills
	
	
	Application form and at interview

	Flexible, and able to multi-task and adapt to changing priorities
	
	
	Application form and at interview

	A good team worker, whilst retaining the ability to work on own initiative when required
	
	
	Application form;

at interview and reference

	Listens to others’ points of view, seeks feedback and deals with it constructively, shares knowledge and good practice, adaptable to change for improvement
	
	
	Application form;

at interview and reference

	Understand and respect the importance of confidentiality
	
	
	

	Other Requirements:

	A pragmatic ‘can-do’ and flexible approach to tasks with an ability to ensure work is completed to the appropriate standards required
	(
	
	Application form;

at interview and reference

	A good sense of humour and perspective
	(
	
	Interview and reference

	Good sickness/attendance record in current/previous employment 

(not including absences resulting from disability)
	(
	
	Interview and reference

	No serious health problem which is likely to impact upon job performance 

(which cannot be accommodated by reasonable adjustments)
	(
	
	Interview and reference

	Licence to drive
	
	(
	Application form and documents

	Appointment of the successful applicant will be subject to satisfactory DBS disclosure at an enhanced level (further information can be found at www.disclosure.gov.uk).
	(
	
	Documents


	Requirements from confidential references:
	Essential

	Written reference(s) only
	

	Confirmation of professional and personal knowledge, skills and abilities
	

	Positive recommendation from current employer
	

	Good health and attendance record
	


