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     MURRAY PARK SCHOOL


	
	Essential
	Desirable

	Experience & Knowledge
Understanding of the importance of regular student attendance and issues around non-attendance
Experience of working in a busy office environment fulfilling a range of administration duties
Knowledge of attendance legislation
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	Qualifications

A GCSE grade C or above in Maths and English, or equivalent
Involvement in recent, relevant professional development
Willing to undertake further professional development
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	Skills/Abilities

Operational knowledge of SIMS or other school management information system

Highly systematic and organised
Able to work effectively as an individual or as part of a team, even when under pressure

Able to form and promote positive relationships with students, staff and parents

Proficient user of ICT and able to present data in a useful format for decision making

Practical and resourceful with a flexible approach to work

Able to deal with confidential information in a sensitive manner
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	Personal Qualities

Highly systematic and organised

Good attendance and punctuality record.

Commitment to supporting the full life of the school.

Calm, patient and approachable in all situations

Enhanced Criminal Records check (on appointment)
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PERSON SPECIFICATION – ATTENDANCE OFFICER








