Saltburn Learning Campus
Receptionist Grade A+
Person Specification

	Category
	Essential
	Desirable
	How Identified

	Education & Training
	· Good numeracy and literacy skills 
· Willingness to be trained as a First Aider to deal with minor incidents 
	· A* to C GCSE or equivalent in English and Maths
· Administration/clerical qualification

· First Aid qualification
	Application Form

	Experience
	· Of working in a receptionist role

· Of working as part of a team
	· Of working in an educational setting
	Application Form

Letter of Application

Reference 

	Knowledge
	· Knowledge of Word and Excel computer packages
	· Of safe working practice within a school setting
· ICT qualification
· Knowledge of SIMS school systems
	Letter of Application

Interview

Reference

	Skills
	· Good oral and written communication skills

· Competency in ICT 

· The ability to prioritise, plan and organise
	
	Letter of Application

Interview

Reference

	Attributes
	· Energy, vigour and perseverance

· Self confidence and initiative

· Enthusiasm and commitment

· Reliability, resilience and integrity

· Commitment to further training to improve professional skills
	· Ability to use initiative and work independently
	Interview

Reference


