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Attendance Officer
Person Specification

	
	Essential
	Method of assessment

	Experience
	Experience of working with Senior Management

Proven administration and customer service skills, ideally in a management or supervisory capacity

Experience in a substantive attendance role

	Application / Interview


Application / Interview



Application/Interview

	Skills
	Effective written and oral communication skills with a keen eye for detail and an excellent standard of English

Excellent organisational and time management skills

Ability to lead and motivate team Attendance

Excellent interpersonal and communication skills

Attention to detail

Valid driving licence and car
	Application / Interview



Application / Interview


Application / Interview

Application / Interview

Application / Interview

Application/Interview

	Knowledge
	Knowledge and understanding of the administrative requirements of schools

Knowledge of a variety of ICT applications
including Excel

Knowledge of Arbor or similar school information system

Knowledge of procedures and regulations relevant to leading a support function

	Application / Interview


Application / Interview


Application / Interview


Application / Interview



	Attitude
	Flexible and pragmatic approach to working

Adaptable to changing circumstances and new ideas

Energetic and proactive

Tact, discretion and sensitivity required

	Application / Interview

Application / Interview


Application / Interview

Application / Interview
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