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  Saddleworth School

PERSON SPECIFICATION

	Post Title:
	Office Monitor  


	
	Essential criteria

	Skills &

Abilities


	· Good communication skills to deliver polite, courteous and efficient customer service.
· Initiative to respond to unexpected problems 
· Excellent organisational skills to complete tasks to deadlines and re-prioritising work-load as appropriate
· Work flexibly as the workload demands
· Use initiative and work without the aid of supervision on occasions
You must also have the following characteristics:-
· Well mannered

· Smart appearance 

· Good inter-personal skills

· Good communication (verbal and written) skills

· Organisational skills

· Ability to prioritise

· Conscientious

· Approachable




