DATA & ATTENDANCE OFFICER
PERSON SPECIFICATION
	SPECIFICATION
	ESSENTIAL
	DESIRABLE

	Knowledge & 
Experience


	Knowledge of administration and IT systems, including Microsoft Office, Excel and Word
Clerical or administrative experience

An understanding of policies and procedures relevant to the role
Experience of working in a busy office environment

Experience of handing confidential issues


	Experience of working in the education sector

Safeguarding training



	Qualifications
	GCSEs in maths and English at Grade C and above or equivalent


	An administrative qualification

A health and safety qualification, e.g. first aid



	Skills/ Attributes
	Excellent interpersonal, communication and telephone skills
Excellent numeracy and literacy skills

Excellent IT skills

	

	Personal Qualities
	Ability to communicate well with staff and students 

Willing to work as part of a team

Able to remain calm under pressure and prioritise demands to meet deadlines
Be well organised and methodical

Able to demonstrate the willingness, commitment and ability to safeguard and promote the welfare of students

	

	Candidates should take account of this Person Specification in their letter of application.

The interview panel will thoroughly explore issues relating to safeguarding and promoting the welfare of children.  Additionally, for short-listed candidates, any relevant issues relating to employment breaks or reference queries will be taken up at interview.



