Holy Trinity School Academy Trust 
Person Specification - Attendance Officer
	Selection Criteria 
	Essential 
	Desirable

	Qualifications 

	GCSE Maths and English minimum grade 4 or equivalent 
	✓
	

	Excellent literacy skills 
	✓
	

	Level 3 qualifications 
	
	✓

	Relevant safeguarding qualification and/or 
training
	
	✓

	Ability to drive. Must hold a full UK driving licence 
	
	✓

	Experience – The successful candidate will have:

	Experience of working with schools, children and young people. 
	
	✓

	Experience of working with families with proven knowledge and  commitment to safeguarding and promoting the welfare of children
	
	✓

	Experience of dealing with sensitive and confidential pupil information 
	
	✓

	Professional Knowledge, Skills and Abilities - The successful candidate will have:

	Knowledge of statutory responsibilities relating to school attendance  including parental responsibilities
	
	✓

	Ability to work effectively within a team environment. Work  constructively and flexibly as part of a team, understanding school  roles and responsibilities.
	
	✓

	Ability to build and maintain effective working relationships with  pupils and parents/carers
	
	✓

	Ability to build and maintain effective working relationships with  internal colleagues and external agencies
	
	✓

	Ability to hold difficult conversations confidently and effectively 
	✓
	

	Ability to prioritise workload effectively to meet deadlines and work  under pressure
	✓
	

	Ability to use ICT and other specialist equipment 
	✓
	

	Good verbal and written communication skills and the ability to relate  well to children and adults.
	✓
	

	Full working knowledge of relevant policies/codes of practice and  awareness of relevant legislation.
	
	✓

	Ability to persuade, motivate, negotiate and influence. 
	
	✓

	Ability to engage with multi-agency support and to motivate  additional support processes.
	
	✓

	Ability to work proactively, plan and organise work in order to meet  project targets and deadlines.
	
	✓

	Personal Qualities – The successful candidate must have and be able to demonstrate:

	Ability to work under pressure and to deadlines 
	✓
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	Strong interpersonal, written and oral communication skills 
	✓
	

	Excellent listening skills 
	✓
	

	High standards of loyalty and professional integrity 
	✓
	

	Excellent punctuality 
	✓
	

	An understanding and commitment to the protection and  safeguarding of children and young people
	✓
	

	Ability to inspire the trust, confidence and respect of pupils, staff and  parents
	✓
	

	Sense of humour and maintain a sense of perspective 
	✓
	

	Good judgement 
	✓
	

	Ability to create and maintain a healthy work/life balance 
	✓
	

	Resilience 
	✓
	

	A strong sense of professionalism 
	✓
	

	Willingness to undertake further training 
	✓
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