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Sissinghurst VA Church of England Primary School.
Person Specification Receptionist/Administrator 
	
	Criteria 

	Qualifications

	· NVQ3 in Business Administration or equivalent qualification in a relevant discipline (or working towards) 
· GCSEs in English and maths.
· First aid qualifications if possible


	Experience


	· Working in an office environment (school experience preferable) 
· Organising, leading and motivating other staff.
· Developing, managing and operating clerical/administrative/financial and organisational systems
· [bookmark: _GoBack]Managing staff working with children or young people.
· Analysing and evaluating data.


	Skills & Abilities







	· Excellent attention to detail
· Excellent literacy and numeracy skills
· Competent use of IT packages including word processing, spreadsheets, computerised accounting systems and school MIS systems
· Ability to use relevant office equipment effectively
·  Ability to plan, organise and prioritise 
· Understanding of data protection and confidentiality 
· Understanding of safeguarding


	Personal qualities


	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils.
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
· Ability to work under pressure and prioritise effectively.
· Commitment to maintaining confidentiality at all times.
·  Commitment to safeguarding and equality.


	Behaviours



	· Embraces change well.
· Deals with difficult situations effectively.
· Has patience and a good sense of humour
· Willingness to train as a First Aider





Notes:
This job description may be amended at any time in consultation with the postholder.
Last review date 01 September 2026
Next review date: 
Headteacher/line manager’s signature: _______________________________________
Date: _______________________________________
Postholder’s signature: _______________________________________
Date:

Aug 2016
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