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ATTENDANCE OFFICER & ADMIN ASSISTANT – PERSON SPECIFICATION
POST:                             Attendance Officer & Admin Assistant
RESPONSIBLE TO:       The Headteacher, Business Manager and Office Manager
E = Essential

D = Desirable

	Qualifications / training / experience
	

	GCSEs or equivalent in Grade C or above/Grade 4 or above
	E

	Experience of using Arbor
	E

	Experience of using Microsoft Office in a work-based capacity
	E

	Experience of working in a school or similar establishment
	D

	Experience of the Attendance Officer role
	D

	Previous safeguarding training 
	D

	Any administrative qualifications relevant to the role
	D

	Working with others / teamwork
	

	Experience of working as part of a team and supporting others in order to achieve a shared vision/goal
	E

	Ability to establish a rapport and respectful, trusting relationships with others
	E

	Ability to make a distinctive contribution to the team
	E

	Ability to liaise with, and work alongside, a range of stakeholders
	E

	Excellent communication skills to keep line manager aware of works being undertaken and completed
	E

	Skills / abilities / personal qualities
	

	Possess effective verbal and written communication skills
	E

	Present information and ideas clearly, using a communication style appropriate to the audience
	E

	Utilise report writing skills to accurately reflect a situation/data 
	E

	Be competent in the use of Microsoft Office to complete administrative tasks and adapt to new systems and technologies
	E

	Be competent in the maintenance of database packages and producing reports from them
	E

	Be able to effectively and politely communicate with a range of people, including members of the public and professionals
	E

	Demonstrate clear and logical thinking in working through problems
	E

	Demonstrate tact and diplomacy in communication
	E

	Demonstrate an awareness of the wide-ranging needs of our children who come from a variety of backgrounds 
	E

	Excellent organisational and planning skills in order to meet deadlines
	E

	Ability to remain calm under pressure
	

	Ability to manage own time effectively, prioritising tasks and planning work under own initiative
	E

	Ability to resolve problems independently but to know when authorisation for certain decisions is needed
	E

	Ability to follow direction and work in collaboration with the line manager and leadership team
	E

	Ability to improve own practice/knowledge through self-evaluation and learning from others
	E

	Ability to lead by example in standards of work and behaviour
	E

	Good attention to detail
	E

	Good timekeeping
	E

	Motivated, enthusiastic and proactive
	E

	Willingness to work flexibly with colleagues and in response to changes in work priorities and practices
	E

	Willingness to undertake relevant training and development opportunities
	E

	Ability to speak Turkish would be advantageous
	D
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