
ATTENDANCE OFFICER: Person Specification

Yewtree Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  We operate stringent recruitment and selection procedures and other HR processes that help deter, reject or identify people who might abuse children or are otherwise unsuited to work with them.

This specification is intended to assist both candidates and selectors in the appointment process.  It highlights the particular qualities and expectations for this role.  Applicants should be able to demonstrate a good knowledge of the following areas relevant to the school.

	Professional Knowledge, Qualifications and Abilities:
	Essential
	Desirable
	Source
A = Application
I = Interview
R = Reference

	Relevant Experience
	

	
	


	Experience of working in an office or school office environment
	√
	
	AI

	Administrative experience

	√
	
	AI

	Experience of using school information management systems e.g Arbor 
	
	√
	AI

	Good working knowledge of Microsoft Office including Word, Outlook and Excel, and ability to work with internal software systems
	√
	
	AI

	Understanding of principles of safeguarding young people
	√
	
	AI

	Understanding of school attendance policies and procedures (desirable)
	√
	
	AI

	Excellent verbal and written communication skills
	√
	
	AI

	Excellent customer service skills

	√
	
	AI

	Attention to detail
	√
	
	AI

	Good planning and organisational skills to manage own time and routine tasks
	√
	

	

	Ability to maintain accurate records and filing systems
	√
	
	AI

	Ability to deal with confidential data/issues appropriately
	√
	
	AI

	Ability to work well and remain calm under pressure
	√
	
	AI

	Ability to build and form good relationships with colleagues
	√
	
	AI

	Ability to communicate appropriately and sensitively when liaising with parents/carers regarding absence or attendance
	√
	
	

	Ability to work constructively as part of a team and also work alone and independently and using your own initiative to solve problems
	√
	
	

	Ability to take the initiative and work independently
	
	
	

	Good general education with GCSEs in English and Maths Grade C/4 to 5 or above
	
	
	

	Relevant first aid qualification 
	
	√
	

	Willingness to be flexible and work to meet the best interests of the School
	
	
	

	Uphold the Values of the School in all actions and at all times
	
	
	

	Car driver
	
	√
	




