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PERSON SPECIFICATION:

RECEPTIONIST

	Essential:

	Desirable:

	Qualifications
· English and Maths – Grade C or above (or equivalent)

	

	Experience
· Working with stakeholders both face to face and on the telephone
· Experience of greeting guests and visitors and making them feel welcome in a positive and friendly manner
· Experience of basic clerical duties and office procedures
· Experience coping with multiple tasks and prioritising your own workload

	· Experience of a school environment
· Experience using SIMs


	Professional expertise
· Good working knowledge of using MS Office to a competent level within an office environment, especially MS Word, Excel and Outlook
· Excellent communication skills

	

	Personal Qualities:
· Approachable with good interpersonal skills
· Ability to work effectively with others
· Ability to work using your own initiative
· A commitment to the aims and ethos of the Academy
· Able to communicate positively with young people
· Genuine interest in and warmth towards young people
· Enthusiastic
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