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PERSON SPECIFICATION
PUPIL SUPPORT OFFICER 
35 hours per week (8am – 4pm), Term Time Only 40 weeks per year

Work Location: 
School Based 

Reports To: 

Headteacher, Deputy Headteacher and Office Manager
Purpose of the Role

1. To provide pastoral and welfare support to the pupils of the school, and where necessary the staff. Be a member of the Pastoral Team and Safeguarding Team.

2. To keep records of accidents. Write Care Plans. Liaise with the kitchen staff about allergies. Administer medication and first aid as necessary.  Ensure first aid supplies and kits are up to date.

3. To monitor attendance and punctuality including accurate record keeping, analysing accidents, reporting to governors, sending letters to parents and liaison with the Educational Welfare Officer. Be part of the Attendance Team.

4. To assist in the smooth running of the office e.g photocopier duties, answering phones, greeting visitors, sending e-mails and texts and generally working effectively as part of the office team.

5. To be responsible for the administration of nursery and school admissions and leavers.

Essential Skills / Knowledge / Experience:
· Current First Aid qualification e.g Paediatric First Aid and First Aid at Work
· Undertake further training as required – Epilepsy, diabetes, epi-pen, allergies, team teach etc

· Knowledge and good understanding of school policies such as Safeguarding, health and safety, positive handling, behaviour, First Aid & Medicines, personal care, attendance.

· Knowledge of relevant legislation and statutory guidance

· Work within school policies

· DSL safeguarding training (This can be provided if successful)
· Good numeracy and literacy skills – an excellent command of spoken and written English
· Experience of working successfully with Information Technology

· Flexibility and adaptability

· Ability to relate well to adults and children, and to work well within a team

· Full, driving licence

· Ability to remain calm under pressure

Desirable Skills / Knowledge / Experience

· Experience of working with or caring for children of relevant age

· Additional training in child development or related areas

· Ability to evaluate own learning needs and actively seek learning opportunities

· Experience of dealing with basic finance
