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PERSON SPECIFICATION: Attendance and Alternative Provision Manager 
	CRITERIA
	ESSENTIAL (E)

DESIRABLE (D)
	METHOD OF

ASSESSMENT

	
	E
	D
	A = Application
I = Interview
R = References

	SKILLS AND EXPERIENCE

	Relevant experience of working with children and young people in a working in a Children’s Services context or similar role (minimum 2 years)
	
	(
	A, I, R

	Experience in constructing effective programmes to ensure the curriculum is tailored to the identified needs of individual students
	(
	
	A, I, R

	Experience in managing effective solutions to manage student attendance and engagement, including working with hard to reach families.
	(
	
	A, I, R

	Experience of working with a range of agencies to build tailored/bespoke curriculum offerings for individual students, and groups of students
	(
	
	A, I, R

	Experience of working closely with parents/carers, who may themselves be disengaged with school, in securing positive outcomes for students’ attendance and engagement
	(
	
	A, I, R

	Experience of delivering Maths and English tutoring to support student literacy and numeracy
	
	(
	A, I, R

	Experience of working with Microsoft Office Suite and Office 365
	(
	
	A, I, R

	Experience of working with Management Information systems
	
	(
	

	Experience of providing support face to face and by telephone
	(
	
	A, I, R

	Experience of working in or with a secondary school or similar
	(
	
	A, I, R

	Experience of effectively managing people
	
	(
	

	
	
	
	

	QUALIFICATIONS / TRAINING

	A Levels or Equivalent NVQ Level 3 or higher e.g. degree
	(
	
	A

	Good standard of English and Maths at GCSE level or higher
	(
	
	A

	
	
	
	

	APTITUDES AND ABILITIES

	Ability to work with a wide range of partners, schools, families, children and young people
	(
	
	I, A, R

	Ability to deal with challenging / contentious situations and to respond to both standard and unforeseen issues
	(
	
	I, A, R

	Ability to work on own initiative and as a member of a team
	(
	
	I, A, R

	Proactive, well organised and able to manage ever competing priorities
	(
	
	I, A, R

	Excellent interpersonal and negotiation skills
	(
	
	I, A, R

	Excellent communication skills – both oral and written 
	(
	
	I, A, R

	Attention to detail, organised and methodical
	(
	
	I, A, R

	Ability to work under pressure
	(
	
	I, A, R

	Ability to handle confidential information with discretion
	(
	
	I, A, R

	Ability to facilitate provisions during school holiday periods
	
	(
	I, A, R

	
	
	
	

	KNOWLEDGE

	Safeguarding, Child Protection Procedures, Relevant Child Care and Education legislation
	(
	
	A, I

	Knowledge and understanding of the role of SENCO, and other key roles, such as Careers Advisory Services, within the secondary school setting.
	(
	
	

	Familiar with the full range of typical school policies
	
	(
	A, I

	Good knowledge of legislation relating to school attendance and equal opportunities.
	(
	
	A, I

	
	
	
	

	ATTITUDE / MOTIVATION

	Commitment to supporting the Christian ethos of this Church School
	(
	
	I

	Resilient, enthusiastic and cheerful
	(
	
	I

	Flexible and adaptable 
	(
	
	I

	Keen and willing to learn
	(
	
	I

	Commitment to inclusive education
	(
	
	


