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	Job Title:
	Receptionist 
	Job Number:
	

	Directorate:
	People Directorate
	Post Number:
	

	Service:
	Services for Schools 
	Grade: 3
	

	Location:
	Earlsdon Primary School



	
	Job Requirements

	Knowledge:
	Microsoft ICT packages, Sims.net and FMS 
▪ Health and safety requirements and general issues 
▪ General office equipment e.g. photocopier, reprographics 
▪ Awareness and understanding of the importance of equality of opportunity in service delivery



	Skills and Abilities:
	
· Effective communication skills in order to deal with staff colleagues, students, visitors and external agencies (in person or by telephone) to assist in understanding and resolving queries, to provide information and assistance, and to receive instruction 
· Ability to understand and interpret requirements accurately, by effective questioning, listening, clarification and recording of information 
· Willingness to engage constructively with, and relate to, people who may have a range of individual needs 
· Provide supervision and motivation to designated staff 
· Prioritise own workload to meet agreed deadlines 
· Use initiative 
· Assist staff with prioritisation of tasks through effective delegation and team working 
· Good numeracy and statistical skills 
· High level of competence in using a computer to create e-mails, word processed documents, for data input and retrieval, use of the internet, and to manipulate data for reporting purposes 
· Remain calm and focussed under pressure and cope with interruptions 
· Methodical and accurate approach to work 
· Adapt work and train in new technologies or new equipment as may be required 
· Handle confidential information correctly 
· Work accurately and flexibly under time pressure
· Operate office equipment such as fax, photocopier



	Experience:
	Using SIMS modules described above
• Working in an educational/school environment 
• Working in a multi-cultural environment of equal opportunities
· Working in a school office or similar enviroment.



	Educational:
	
· Be willing to participate in further training and development opportunities offered by the school and local authority to further knowledge



	Special Requirements:
	· This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  A Barring and Disclosure check will be required prior to appointment.
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