The Governors of Intack Primary School are looking to appoint an enthusiastic, efficient, flexible, reliable and committed receptionist to join the team.  The right candidate will possess a good telephone manner and have excellent interpersonal skills with the ability to deal with people at all levels in a professional, and at times, sensitive manner.  Our receptionists provide the first point of contact for most people who telephone or visit us, we are therefore looking for an individual who has the skills and attributes that reflect the warmth and quality of our school to help ensure our visitors receive an excellent first impression of Intack Primary School.
The successful candidate should be adaptable to change, have the ability to manage their own time and workload and be able to respond to the needs of the pupils, visitors and staff whilst maintaining confidentiality at all times. They will need to have a can-do attitude, and previous school office experience, using SIMS.net and FMS, would be advantageous but this is not essential and is committed to safeguarding and protecting the welfare of children.
The person appointed will be expected to work under the direction of the School Business Manager. 
             Essential Qualifications
GCSE at Grade C or above (English Lang & Maths)
Desirable Qualifications
NVQ level 2 Business administration or equivalent
Excellent telephone manner and interpersonal skills -Flexible attitude to work
Experience of Microsoft Office
Experience of School administration systems - SIMS and Finance 6
Working in a school office environment

The hours of this post are from 8.00am-4.00pm Monday-Friday.
This post requires an enhanced disclosure and barring service check. 
Please note that in line with Keeping Children Safe in Education 2025, an online search will be carried out as part of our due diligence on shortlisted candidates.
[bookmark: _GoBack]Applications will close 12noon on Friday 5th June 2026.
Interviews will take place the following week.
Further information about our school can be found on our website.  For further specific information about the role, please contact Mrs Ruth on 01254 52815/07549854235 or corinne.ruth@intack.blackburn.sch.uk.


