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Maternity Cover - Attendance/Admissions Clerk

Person Specification

Grade: Birmingham Council G3 (SCP 9-22)

Method of Assessment (MOA)

	AF
Application Form
	C
Certificate
	I
Interview
	T
Test or Exercise
	P
Presentation


	Criteria
	Essential
	MOA

	Education/

Qualifications (essential)
NB:  Full regard must be paid to overseas qualifications.
	GCSE Maths and English qualifications are essential (Grade 4 or C or above)


	AF/C



	Experience

Relevant work and other experience
	Office experience and experience of managing data and reporting, preferably in a school.
	AF/I/T

	Essential 
	- Knowledge of the attendance process.

- Previous school office experience

- Experience with Bromcom      

- IT qualification / skills
	AF/I/T

	
	Experience of being able to work without daily supervision
	AF/I

	
	To be able to support the school reception duties at busy times including covering lunchtimes
	AF/I

	
	Relevant training or willingness of undertake training in the field of Attendance / Admissions
	AF/I

	
	Discretion with confidential information
	AF/T/I

	
	Ability to work effectively as part of a team
	AF/I

	
	Commitment to Safeguarding and willingness to undertake training.
	AF/I

	
	Ability to prioritise tasks and complete on deadlines
	AF/T

	Desirable
	Knowledge of Council Legal systems
	AF/I

	
	An understanding of Equality Law
	AF/I

	
	Experience of dealing with schools Management Information Systems.
	AF/I

	
	Experience of reporting for meetings and providing data
	AF/I

	Skills & Ability

e.g. written communication skills, dealing with the public etc.
	Delete if not applicable  

An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016

	

	Other
	A commitment to the organisational goals of the school(s). 
Ability to appreciate and support the roles of other professionals.

Ability to be able to relate well to children and adults
	AF


Reviewed by:

Date:

Attendance/Admissions Clerk
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