Chase Lane Primary School and Nursery Unit
Person Specification and Assessment
Job title :-	Attendance Officer 
Interviewed by :-
Date :-

	Person specification
	Essential or desirable

	1. Experience

	1.1	At least one year’s related experience of work within a school attendance role.
	Desirable
	

	1.2	Working with children, young people, parents and families preferably within an educational context.
	Desirable
	

	1.3        Using SIMS to compile reports as well as analysing statistical attendance data for monitoring purposes.
	Desirable
	

	1.4	Good knowledge of word processing including typing of 60 wpm (minimum)
	Essential
	

	


	2. Knowledge/Skills

	2.1	School systems and an understanding of the issues           affecting non-school attendance and poor punctuality
	Desirable
	

	2.2	Demonstrate an understanding of issues linked to confidentiality
	Essential
	

	2.3	Ability to communicate effectively both orally and in writing, especially with pupils, parents, school staff, Education Welfare Officer, social workers and other professionals
	Essential
	

	


	3. Other job specific requirements

	3.1	Awareness of equal opportunity issues
	Essential
	

	3.2	Willingness to work across the 3-11 age range
	Essential
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	4. Education and training

	4.1	To have the equivalent of GCSE Level C or above in Maths and English and NVQ Level 3 in a subject which is relevant to the post
	Essential 
	

	4.2	First Aid certificate
	Desirable
	

	

	Disqualifying factors
Indication of sexist, racist or anti-disability attitudes inconsistent with the Council’s Equal Opportunities Policy.
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