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ORMISTON BOLINGRBROKE ACADEMY
	PERSON SPECIFICATION


Job Title: Attendance Officer
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Education and Qualifications
	· 3 GCSEs Grade C or above including English and Maths or equivalent.
· Experience of working within a similar role.

	·  First aid qualification

	Application

	Experience

 And Knowledge
	· Experience of working with young people and families.
· Ability to engage constructively with and relate to young people.
· Competent use of IT, including Excel and Word.
· Understanding of the education system

· Knowledge and understanding of safeguarding

	· Experience of working in an educational setting.
· Experience of working successfully with disaffected students.
· Knowledge of SIMS Attendance module.

	Application and interview



	Competencies
	· A willingness to work as part of a team.
· Ability to identify potential barriers to learning and to engage strategies to overcome those barriers.
· Car driver.


	· Demonstrate an understanding of issues that may affect student attendance.
	Application and interview



	Personal Qualities 
	· Respect for young people and their needs. 

· Ability to establish positive working relationships with students, staff and parents.

· Highly developed interpersonal skills  

· Ability to handle difficult situations with sensitivity, confidentiality and discretion at all times.

· Commitment to equal opportunities. 

· A relentless drive for excellence. 

· Ability to keep calm under pressure and cope with stressful or conflict situations.
· Ability to promote and demonstrate positive attitudes and behaviour. 
	· Evidence of continuing professional development.
	Application and interview



	Other Requirements
	· Good oral and written communication skills.
· Excellent record of attendance and punctuality.
· An Enhanced DBS clearance is essential.
· Comply with the Academy’s policies and procedures.
· Willingness to achieve first aid qualification upon appointment (if not currently held) as role will provide cover the student wellbeing services.
	
	Application and interview
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