PERSON SPECIFICATION

POST:
ATTENDANCE & ADMIN OFFICER 

	Essential Requirements
	Indicative method of assessment

	Qualifications

· GCSE Maths and English or evidence of abilities at this level

· First Aid (desirable)


	Application Form

Application Form

	Experience
· Attendance (essential)
· Administration 

· Customer Service

· Use of ICT

· SIMS.net or similar (desirable)


	Application Form

Application Form / Interview

Application Form / interview

Application form / Interview

	Knowledge

· Office methodologies (eg filing systems, correspondence, etc.)

· Good standard of written English

· Good standard of numeracy

· Data input / Data analysis


	Application Form

Application Form / Interview
Application Form / Interview

Application Form/References

	Skills/Abilities

· Highly competent in the use of Microsoft Office, Google Drive etc.
· Excellent communication skills

· Commitment to equal opportunities

· Approachable, courteous and able to present a positive image of the school to callers / visitors

· Flexible and ability to assist other Admin roles when required
· Ability to work to deadlines

· High level of accuracy and attention to detail

· Excellent listening skills and ability to support in attendance meetings where applicable 
· Ability to work effectively and efficiently as part of a team
	Application form/Interview/References

Interview/References 

Application Form/Interview

Interview/References 
Application Form/Interview

Interview/References

Application Form/Interview
Interview/Reference

Application Form/References




