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Attendance Officer Person Specification

At Baysgarth School PRIDE permeates everything we do and represent, including our person specifications for our

support staff posts.

PRIDE Value Essential Desirable Evidence
Positive
Be relentlessly positive v A LR
Believe in Baysgarth School and be ambitious for ourselves, our school, our students & A LR
and our community
Embrace change and be passionate about improvement 7 A LR
Always model the behaviours we expect to see 4 A lLR
Demonstrate a growth mindset and encourage it with others 4 A LR
Respect
Be consistent and fair; demonstrate exemplary manners at all times with staff, students v A LR
and stakeholders
Model and demonstrate high standards v A LR
Empower staff and students v A LR
Believe in teams and foster a spirit of collaboration v A LR
Independence
Think outside the box and encourage others to do the same v A LLR
Take risks and support others to do the same v A LLR
Take responsibility for own professional development and actively seeks to improve v A LR
performance
Seek out and develop innovative practice 4 A LR
Determination
Be resilient and encourage this with colleagues and our students v A LR
Be determined to close the gaps between student achievement and potential 4 A LR
Be determined to form strong partnerships to improve provision for students v A LR
Excellence
Have the highest aspirations for the school and our students in terms of behaviour v A LLR
and academic achievement
Celebrate individual and collective success 4 A LR
Have a clear vision for your team v A LR
Ability to challenge underperformance and hold others to account v A LR
Interpersonal Skills; Intellectual Ability; Motivation
Essential Desirable Evidence
Good organisational skills v ALLR
Good interpersonal skills 4 AlLR
Commitment to diversity, safeguarding and health and safety 4 A LLR
Good verbal and written communication skills v ALR T
Excellent IT skills v A LR
Professional integrity and an ability to maintain the utmost confidentiality v ALLR
Ability to work under pressure to tight deadlines v A LLR
Commitment to continuous professional development v A LR
Ability to form an maintain appropriate relationships and personal boundaries with v AlLR
children
Ability to deal effectively with challenging situations, demonstrating initiative and 4 A LR
prioritising actions
Ability to provide high quality customer care, dealing with issues and complaints swiftly v ALLR
and efficiently
Ability to work as part of a team, demonstrating flexibility and interdependence 4 ALLR
Ability to solve complex problems and communicate them effectively v ALLR
Commitment to the school’s aims/objectives and ability to articulate this to others 4 A LR




Qualifications and Awards

Essential Desirable Evidence
GCSE English or equivalent at grade C or above Degree A C
GCSE Maths or equivalent at grade C or above A C
Administrative qualification A C
Relevant Experience
Essential Desirable Evidence
Experience of working in a secondary school Experience of working in more than one secondary ALLR
school

Experience of using ICT in relation to school MIS systems ALLR
information retrieval, use of email, Microsoft packages,

office equipment and machinery (copier etc)

Experience of working with students and families on a 1:1| Experience of working with challenging students and A LR
basis, creating action plans to address areas for families who have disengaged from school

improvement

Experience of complex data collection and analysis to ALLR
identify priorities and evaluate impact of interventions

Evidence of communicating effectively with a range of A LR
stakeholders, students, parents and staff

Experience of creating written reports for stakeholders A LR
Experience of creating and maintaining professional links A LR
with external agencies

Experience of working to tight deadlines A LR
Current First Aid at Work certificate recognised by HSE, or A LR

willingness to undertake training.

Key: A = Application; | = Interview; T = Tests/Teaching; C = Certificates; R = References




