

	ATTRIBUTES
	PERSON SPECIFICATION – RECEPTIONIST ST BONIFACE
	Essential             
	Desirable
	HOW IDENTIFIED

	
	
	
	
	Application

form
	Interview  
	  Task

	Qualifications & Professional Development
	NVQ level 1 3 -4 GCSEs Grades D -E
	√
	
	√
	
	

	Relevant experience and knowledge
	Worked as a receptionist
	√
	
	√
	√
	√

	
	Worked in a school environment
	
	√
	
	√
	√

	
	General clerical/administrative work
	√
	
	√
	√
	√

	
	First Aid training
	
	√
	
	√
	

	Skills and Abilities
	Ability to multitask and keep calm under pressure.
	√
	
	√
	√
	

	
	Work collaboratively and effectively with a team.
	√
	
	
	√
	

	
	Communicate to a high level both orally and in writing.
	√
	
	√
	√
	√

	
	Good numeracy skills
	√
	
	√
	
	

	
	Demonstrate the effective use of office technology eg photocopiers, telephone systems
	√
	
	√
	√
	

	
	Develop positive relationships with pupils, parents, governors and school community.
	√
	
	√
	√
	

	
	Good keyboard/computer skills
	√
	
	√
	
	

	
	Act in a consistently professional manner.
	√
	
	√
	
	

	Personal Qualities
	Supportive of the Catholic aims and values of the school.  
	√
	
	√
	√
	

	
	Flexible, cooperative and hardworking.


	√
	
	√
	
	

	
	Organised and able to manage own workload effectively. 
	√
	
	√
	
	√

	Understanding of and commitment to school policies.
	Practises equal opportunities in all aspects of the role and around the work place in line with policy. 


	√
	
	√
	
	

	
	Commitment to the protection and safeguarding of children.
	√
	
	
	√
	



