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JOB DESCRIPTION

Job Title: Family Liaison Officer/Attendance support
Grade: KR6 Part time (2 days a week)Pro rata
Location: Thanet & Dover 
	

	
	

	

	JOB PURPOSE: To develop and provide positive links between home and school to promote good attendance and to develop the home school partnership. 

	KEY TASKS 
1. To encourage an active partnership between children/parents/school by working creatively and positively with parents to achieve maximum involvement in their child’s education. 

2. To work to maintain positive and productive relationships between home and school. 

3. To encourage parents to understand the importance of their role in their child’s 

education. 

4. To make all Schools policies and practices meaningful to parents. 

5. To empower parents to have confidence in their own ability to deal with issues that 

relate to their own children. 

6. To explore ways of encouraging parents to attend school functions e.g. parents 

evenings, class and celebration events, target setting etc. 

7. To be a point of contact and a source of information for parents about the range of 

agencies which are available to support them. 

8. To make home visits as and when required. 

9. To keep accurate records and data which can be used to influence future planning. 

10. To support on multi agency referrals and attend agency meetings as required.

	

	

	

	


PERSON SPECIFICATION POST: Family Liaison Officer/careers coordinator
QUALIFICATIONS 
• 5 GCSEs or equivalent , including English and Maths .
• Knowledge of administration procedures and systems to manage projects 
EXPERIENCE 
• Experience/Understanding of working with children with disabilities and their families 
• Experience of partnership working with other agencies. 
TRAINING/PROFESSIONAL DEVELOPMENT 
• A willingness to undertake and continue training within this post. 
PROFESSIONAL SKILLS 
• The ability to establish good working relationships with parents in challenging circumstances. 
• The ability to establish good working relationships with children and young people. 
• The ability to establish good working relationships with professionals 
• Experience of working in a customer care/complaints/ quality assurance environment 
PERSONAL QUALITIES 
• A commitment to equal opportunities. 
• The ability to work under pressure 
• Excellent negotiating and mediation skills 
• The ability to prioritise work
• The ability to work as part of a team
• Excellent communication skills • Good administrative skills
• ICT skills
• Imaginative problem solving 
• A commitment to supporting young people to achieve their potential. 
• Energy, stamina, resilience and patience
• Available to work flexible hours
• Reliable and Punctual.
• Empathy
• Good Time Management • Self development and evaluation 
