Part Time Receptionist and Administrator
 Summary Grid

This summary grid will be used for the initial shortlisting process. Qualification grades must be listed for each qualification. 

Please complete the grid with relevant information and return it with your application form. 


Name: ____________________________________________________


Email Address: _____________________________________________


	Qualifications:
	Grades:
	Dates:







	Experience of working in schools:






	School & role:
	Dates:







	The ability to use very competently:

· Microsoft Word 
· Microsoft Excel
· Microsoft Powerpoint

Please list experience of any other IT packages i.e Bromcom, MCAS, SchoolPing, Website administration



	Give details:



	Experience of minute taking:


	
	Place of Work & role:
	Dates:







	Experience of working in an administrative role (if not detailed above):







Other relevant skills:
