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 PERSON SPECIFICATION

Attendance and Welfare Officer

Person Specification
You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You may be tested in some or all of the skill specific areas over the course of the selection process.

The Selection Panel will be looking for evidence that the candidate has demonstrated their ability to fulfil the following criteria: 

	QUALIFICATIONS AND TRAINING
	Essential or desirable* on appointment 
	Assessment method
Application form
Interview
Tasks 

	Good general level of education including GCSE English and Maths (or equivalent)
	E
	A

	Relevant qualification in administration, data management, safeguarding, social care, or related field
	D
	A

	Evidence of ongoing professional development, particularly related to attendance, safeguarding, or pastoral care
	D
	A/I

	Training in safeguarding/child protection (or willingness to undertake)
	E
	A/I

	[bookmark: _Hlk202182336]KNOWLEDGE AND EXPERIENCE
	
	

	Experience of working in a school or education setting
	E
	A/I

	Experience of managing or monitoring attendance, punctuality, or student welfare matters
	E
	A/I

	Experience of liaising with parents, carers, and external agencies
	E
	A/I

	Experience of handling confidential information appropriately
	E
	A/I

	Experience of analysing data and producing reports
	E
	A/I/T

	Knowledge of current DfE attendance guidance and legislation
	D
	A/I

	Experience of safeguarding and supporting vulnerable students
	E
	A/I

	Experience of working with MIS systems (e.g., SIMS, Arbor)
	D
	A/I/T

	Experience of home visits or engagement with families to improve attendance
	D
	A/I

	
OCCUPATIONAL SKILLS
	
	

	Ability to monitor and track attendance data accurately, including coding in line with DfE requirements
	E
	A/I/T

	Excellent administrative and organisational skills, with strong attention to detail
	E
	A/I/T

	Strong communication skills, both written and verbal
	E
	A/I

	Ability to develop positive relationships with students, parents/carers, staff and external services
	E
	I

	Ability to challenge poor attendance constructively and sensitively
	E
	I

	Ability to work independently, use initiative, and prioritise a demanding workload
	E
	A/I

	Ability to remain calm and professional in challenging situations
	E
	I

	Proficiency with Microsoft Office (Excel, Word, Outlook), data systems and digital communication tools
	E
	A/T

	Ability to design and contribute to attendance‑promoting initiatives, newsletters, and reports
	D
	A/I

	Ability to maintain accurate, secure records in accordance with GDPR
	E
	A/I

	OTHER REQUIREMENTS
	
	

	Enhanced DBS clearance
	E
	I

	Commitment to safeguarding and promoting the welfare of children
	E
	A/I

	Commitment to the ethos and values of St Aidan’s CE High School and YCT
	E
	A/I

	Motivation to work with children and young people
	E
	A/I

	Willingness to undertake relevant training and continuing professional development
	E
	A/I

	Ability to undertake home visits as required
	E
	A/I

	Ability to maintain confidentiality at all times
	E
	A/I



*if not attained, development may be provided for successful candidate
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