Person Specification
Qualifications and Experience
Essential: 
· Ability to communicate in English effectively, both in writing and orally across a wide range of audiences
· First aid qualification or be willing to attend training and pass the Paediatric and Frist Aid at work qualification 
· Awareness and understanding of safeguarding as it relates to primary schools, in particular the statutory guidance  Keeping Children Safe in Education.
· Proficient in the use of MS Word and Excel
· Previous experience in a customer facing role
· Experience of working co-operatively as a member of a team

Desirable
· Experience of handling data in compliance with the Data Protection Act
· Experience of using school applications such as Arbor and Weduc or alternative database and communication platforms
· Experience of using design software e.g. Canva
· Experience of creating posts for social media and running Instagram and Facebook accounts.
· Experience of working in a regulated industry with children

Personal Qualities
Essential
· Integrity and Confidentiality - Absolute discretion and trustworthiness when handling pupil, family, and staff information, with a strict commitment to maintaining data security. 
· Dependable and Punctual: Excellent time management to ensure the reception area is attended during operational times and playground shifts are covered precisely on time.
· Ability to learn and adapt quickly to new processes, procedures and systems.

Your application should address all of the essential elements of the role as applicable and any of the desirable elements plus others that you think are relevant but are not listed above. 
