[image: image1.png]Qa»
YKITTS GREEN

ACADEMY




[image: image2.jpg]



Lindsworth School, Monyhull Hall Road, 
Kings Norton, Birmingham B30 3QA


Our schools are committed to safeguarding and promoting the welfare of children and expect all staff to share this commitment.
The successful applicant will be subject to all necessary pre-employment checks, including: an enhanced DBS; Prohibition check, Childcare Disqualification (where applicable); qualifications (where applicable); medical fitness; identity and right to work.

All applicants will be required to provide two suitable references.
PERSON SPECIFICATION

JOB TITLE:
Attendance Officer
SCHOOLS:
Lindsworth School and Kitts Green Academy
GRADE:

Grade 4 – subject to job evaluation
CONTRACT TYPE:
Temporary until 31/08/2026
HOURS OF WORK:
36.5 hours (Mon-Fri) including banked hours
Method of Assessment (MOA)

	AF
Application Form
	C 
Certificate
	I

Interview
	T

Test or Exercise
	P 
Presentation


	Criteria
	  Essential
	MOA

	Education/ Qualifications

NB: Full regard must be paid to overseas

qualifications.
	A relevant level 3 (or above) qualification in supporting families
GCSE or equivalent in English and Mathematics (Grade 4 and above)
	AF/C
AF/C

	Experience

Relevant work and other experience
	Experience in attendance, education welfare, or pastoral support

Experience of supporting families and removing barriers to education

To be able to work with external agencies to support pupils attendance in school

Awareness of safeguarding procedures
	AF/I
AF/I

AF/I

AF/I

	Skills & Ability

e.g. written communication skills,

dealing with the public, etc.


	*An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016

·   Ability to work independently and collaboratively

 To be able to drive as the role involves working  across two  
sites

Ability to produce reports and attend professional 
meetings, e.g. child protection
	I
AF/I

AF/I

AF/I

	Training
	Willing to undertake further training to meet the needs of the role
	AF/I

	Other
	
	


NB: references will be used to support the selection panel’s assessment. If the applicant is shortlisted, any relevant issues arising from references will be taken up at interview. 
As part of our safeguarding procedures and due diligence, an online search will be carried out on all shortlisted applicants. Any incidents or issues identified from the search will be explored with the applicant at interview. 
In addition to the candidates’ ability to perform the duties of the post, the interview process will also explore issues relating to safeguarding and promoting the welfare of children including;

· Commitment to safeguarding pupils

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children 
and young people

· Emotional resilience in working with challenging behaviours

· Attitudes to use of authority and maintaining discipline
An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016 and be able to converse at ease with parents, pupils, colleagues and members of the public is also a requirement for this post.
ALL STAFF ARE EXPECTED TO BE COMMITTED TO THE CITY COUNCIL’S EQUAL OPPORTUNITIES POLICY
COMPILED BY:   Kate Beale, Headteacher

 DATE:   September 2025

