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Garden Fields School 
Person Specification: Receptionist and Administrator
	
	Essential
	Desirable


	Qualifications & Training


	A good general education to at least GCSE level would be expected 

	GCSE English 
GCSE Maths
Good general educational qualifications
Secretarial/book-keeping/computing or other office qualifications 

	Experience
	Of using school office systems 
Front facing/telephone work with clients or customers
Of working on own initiative 
Experience of working successfully and co-operating as a member of a team
	School office work
Of using SIMS, School Comms and of reporting to Herts/DfE
Experience of other MIS – e.g. Arbor

Working with children in some capacity

	Professional Values
	Sympathetic to the school’s ethos and aims 
Team player
Able to adopt a flexible approach to working
Willingness to take on new ideas/develop new systems
	

	Knowledge and understanding
	Good working knowledge of ICT systems including word processing and spreadsheets 
Understanding of the need for confidentiality
	First aid knowledge
Understanding of book keeping/data/ banking systems
Understanding of GDPR principles


	Skills
	Excellent communication skills, both verbal and written 
Good basic numeracy skills
Be able to prioritise workloads; have excellent time management and organisational skills
Pastoral care – you will be working with children and supervising them at times e.g. taking late arrivals to class
Be able to work under pressure and meet deadlines
	

	Personal characteristics
	[bookmark: _GoBack]Empathetic and approachable
Establish and maintain good professional relationships with pupils, parents and colleagues 
Enthusiastic
Organised and resourceful
Committed
Patience 
Organised
Humour!
	

	Special requirements
	Prepared to undertake an Enhanced DBS check and Pre-Employment Medical
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