Person Specification


	Job title: 

	School Admission, Attendance & Welfare Officer
	
	Ealing GLPC Grade:
	Grade 5

	School:
	Mount Carmel Primary School
	
	
	

	Line manager:
	School Business Manager 

	Hours:
	Monday – Friday, 8.00am – 4.00pm, 40 weeks per year


	Essential Requirements


	Desirable Requirements

	Education and Experience

· Experience of development, management         and operation of administrative systems.

· Excellent literacy/numeracy skills.

· High level of competence using the internet, word processing, spreadsheets etc.
· Experience of Reception work and Customer Care
Knowledge, Skills and Abilities 
· Ability to manage own workload and work on own initiative to meet deadlines.

· The ability to prioritise to enable work to be done effectively under pressure and to meet deadlines.

· Effective use of ICT packages and good keyboard skills.

· Competent use of relevant administrative equipment/resources e.g. switchboard, photocopier, fax and scanner.

· Ability to relate well to children and adults.

· Ability to work constructively as a team, understanding school roles and responsibilities and the post holder’s position within these.

· Excellent Customer Care and organisational    skills.

· Ability to multi task.

· Ability to self-evaluate learning needs and seek learning opportunities.

· Understanding the importance of promoting and safeguarding the welfare of children and young people within the school.
	Education and Experience

· Experience of working in a Primary School.

· Experience of using Arbor.

· Full working knowledge of relevant policies,   code of practice and awareness of relevant legislation.

· Have a thorough knowledge of the working practices of an educational establishment and experience of supporting the work of senior leadership team.
· Experience working as a Deputy Designated Safeguarding Lead (DDSL)

· First Aid qualification
         Knowledge, Skills and Abilities 

· Be up to date with current practice relevant to the role. 

· Skilled in Microsoft office applications; Word, Excel and Publisher.

· Experience of website administration.

· Evidence of continuing and relevant professional development.



