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          BIRCHINGTON CE PRIMARY SCHOOL


JOB AND PERSON SPECIFICATION 
PASTORAL MANAGER & FAMILY LIAISON OFFICER (FLO)
‘LEARNING AND GROWING; SAFE IN GOD’S LOVE’
	AREA

	ESSENTIAL
	DESIRABLE
	EVIDENCE

	QUALIFICATIONS
	· High level of literacy

· Competent user of IT 
· Is willing to train as a Deputy DSL
· Is willing to train as a First Aider 

	· Qualified councillor
· 5 GCSES/ or equivalent, including English and Maths 

· Further qualifications related to the job description  

· Is a qualified DSL

· Is a qualified First Aider
	Application Form 
Qualifications shown prior to interview

	EXPERIENCE
	· Proven evidence of experience of this or a similar role in another school or agency
· Has an excellent understanding of the Early Help process and has completed Early Help meetings and referral forms

· Is willing to be trained as a Performance Appraiser
· Is willing to be trained as our media liaison link
· Proven experience of working collaboratively with vulnerable families
· Has worked with children in different Key Stages
· Has a good understanding of a range of support networks, websites and groups that families can be signposted to 
· Has worked effectively in a variety of teams

· Has an excellent understanding of how emotional and physical needs can have an effect on pupil progress    

· Is competent in using an allocated budget
· Is willing to or has led training pertinent to emotion wellbeing

· Has supported pupils on a 1:1 and group basis  
· Is experienced in giving feedback to adults and has liaised successfully with a variety of professionals and agencies

· Experience of assessing the emotional progress of children  
· Is willing to act as the main link member of staff for the PTA
	· Experience of being a Pastoral Manager/FLO  
· Has managed other staff and/or worked closely with a primary school leadership team 
· Has been trained to be a Performance Appraiser 

· Has led training for staff and parents/carers

· Has attended Strategy meetings, Core Group meetings and MARACS
· Has experience of being a school attendance officer and following up on attendance issues
· Has experience of developing links with the local community and sending relevant school information that celebrates Birchington to the community
· Has experience of working with parents/carers for fundraising  

	Application Form
Interview
Task


	PROFESSIONAL KNOWLEDGE, DELIVERS UNDERSTANDING AND SKILLS
	· A well-constructed application

· Has a clear understanding of Christian Values and a commitment to maintaining the ethos of a church school

· Knows clearly how to keep themselves, pupils, staff and families safe

· Can foster positive and professional relationships 
· Excellent communication skills and the ability to converse with a variety of different people

· Can record information accurately, appropriately and can share this with good understanding

· Can inspire and motivate
· Uses inclusive practices and strategies for engaging all learners

· Commitment to pastoral care, enhancing mental health and personal welfare 

· Has a full understanding of staff safeguarding procedures 
· Understands, achieves and sustains outstanding standards both personally and across the school
· Highly effective organisational skills

· Understands the importance of appropriate confidentiality

· Dedication to personal CPD
· Has a strong understanding of basic school Health & Safety requirements

· Understands GDPR procedures
	· Ability to coordinate, 
        timetable and 
        organise events  
	Application Form
Interview 

Task 



	SPECIFIC KNOWLEDGE, UNDERSTANDING AND SKILLS 
	· Uses a positive approach to promote excellent pupil behaviour
· Is a confident and competent user of IT and can organise paperwork efficiently
	· Has experience of working with challenging children in a variety of settings  

	Application Form
Interview



	CURRICULUM
	· Has a good understanding of the primary curriculum and has successfully alongside other staff to ensure pupils can access this
· Understands how different aspects of the curriculum support the ethos and values of a school
	· Has an excellent understanding of how the curriculum can be enriched by wellbeing 
	Application Form
Interview 

	PROFESSIONAL VALUES 
	· Passionate about supporting mental health and physical and emotional wellbeing
· High expectations of everyone regardless of abilities or background 

· Has a high attendance record and is always punctual
	· Has explored professional values through extra training or qualifications
	Application Form
Interview 



	PERSONAL QUALITIES 
	· Demonstrates warmth, care, kindness and empathy but is able to give difficult message in a sensitive and supportive way 

· Insight into what is important in our school

· Is enthusiastic, proactive, motivated and confident but tactful

· Shows emotional resilience
· Reliable and dedicated despite set backs 

· Has an excellent understanding of Emotional Literacy and how this contributes to the life of our school
· Understands how the learning environment supports high standards

· Open minded, self-reflective and is adaptable to new circumstances
· Is prepared to take calculated risks

· Willingness to be involved in the wider life of the school

· Prepared to take constructive criticism to improve

· Ability to work flexibly

	· Demonstrates a commitment to environmentally – friendly and sustainable working practices  
· Willingness to engage with the opportunities for learning presented by the building and environment                                                             
· Brings personal interests and enthusiasm to the school community
	Application Form
Interview



	Above all, you need to be committed to our school ethos and want the very best for our pupils, 
families and staff. 
You will recognise the importance of developing the ‘whole child’ and strive, with the Headteacher and staff to create a happy, inclusive school that is committed to outstanding practice.


	 We are committed to KCC Safeguarding procedures.
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