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PERSON SPECIFICATION   
Pastoral Officer

 
	Criteria
	Qualities
	Evidence

	Qualifications and Training
	Essential: 
· 5 GCSE’s at Grade C or above (or equivalent) including English & Maths

	Application form

	
	Desirable:
· A Level or Equivalent
· ELSA
· Current Designated Safeguarding Leaders training 
	

	Experience
	Essential: 
· Experience of working in a school environment
· Effective working with stakeholders such as external agencies & Parents

	Letter of Application 
Interview

	
	Desirable:
· Previous experience of working in a safeguarding role
· Knowledge of the school attendance processes
· Knowledge of school Management Information Systems

	

	Skills & knowledge
	Essential: 
· A good communicator, orally and written
· Knowledge of Microsoft/Google packages (Word/Excel etc)
· Highly organised
· Ability to prioritise
· Able to solve problems

	Letter of Application 
Interview

	
	Desirable:
· Understanding of school specific procedures
· Administrator knowledge of My Concern
	

	Personal Qualities
	Essential: 
· Stay calm under pressure
· Resilient
· Prioritise own workload
· A team player
· Excellent timekeeping and attendance
	References
Interview

	
	
	



This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful candidates will be subject to an enhanced DBS check and medical questionnaire.
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