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Highclare School                        

Office Assistant / Receptionist

Person Specification

Essential Skills Required

· Excellent customer service skills

· High level communication skills

· Good telephone manner 

· Competent in the use of Word Processing and Excel

· Good administration and organisational ability

· An empathy with children

· Ability to work independently and as a member of a team

· A minimum of five GCSE’s or equivalent including English and Maths at Grade C or above

· Discretion (maintaining confidentiality at all times)

Desirable skills

· School experience

· Knowledge of SIMS an advantage

Highclare School is committed to safeguarding and promoting the welfare of its pupils.  There is a legal requirement to provide satisfactory replies to List 99 enquiries which are obtained in the form of an Enhanced Disclosure from the Criminal Records Bureau.  
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