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Person Specification

	Job Title -

Attendance Officer & Family Liaison 
Scale -


Grade E (Points 19 – 23)


	

	Attributes


	Essential / Desirable
	Assessment Method



	Working with children/youth qualification and/or 
experience.
Experience of working in a school Environment

Experience of child protection procedures

Good knowledge of secondary education legislation relating to attendance and punctuality of children
Appropriate levels of literacy and numeracy

Possess a current, clean driving licence and own vehicle
Competent in using IT, including Microsoft Office packages, internet and email 
Experience of using SIMS database
Personal organisational skills, e.g. time management, administration, prioritising, ability to work under pressure on own initiative and to work flexibly to deal with competing demands within a busy office environment
Ability to work with all age ranges, and all levels of people within the structure of the School, students, parents and external agencies.

High integrity in all dealings regarding the school

Excellent telephone, oral and written communication skills with both adults and children
Ability to work closely with others as part of a team including the ability to share tasks with others when appropriate

Ability to maintain efficient office procedures, including filing and record keeping

Ability to keep written and oral information confidential

Willingness to undertake personal development

A commitment to the importance of Health and Safety and Child Protection

Commitment to Droylsden Academy’s values and ethos, and willingness to do appropriate training as required
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