MAYFIELD SCHOOL

PERSON SPECIFICATION
POST: Receptionist / Administrator (Chestnut Centre)
	
	Essential
	Desirable

	Qualifications & training
	· GCSE English and Mathematics.
	

	Experience
	· Experience of working in an office environment.
· Working successfully as a member of a team.
· Computer / ICT literate.
	· Working in a school environment.

	Knowledge and understanding
	· To understand their role in respect of safeguarding children and promoting their welfare.

· Be confident in the use of Microsoft Office and Email programs.
	· Knowledge of SIMS.net.
· Knowledge of Microsoft Excel. 

	Skills
	· Promote the school’s aims and ethos positively.
· Establish and develop appropriate relationships with visitors, pupils, parents, staff, governors and the local community.
· Communicate effectively (both verbally and in writing) at all levels to a variety of audiences.
· Be able to prioritise workload; have excellent time management and organisational skills.
· Be able to work under pressure to tight deadlines.
· Produce accurate work.
· Be able to use initiative.
	

	Personal characteristics
	· Punctual, approachable and empathetic.
· Organised and resourceful.
· Committed and enthusiastic.
· Smart appearance.
· Have a sense of humour  and an ability to empathise with children who may display their social and emotional difficulties through challenging behaviour
	


