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PERSON SPECIFICATION
JOB TITLE:  Attendance Manager

	
	Criteria

	Qualifications
	· Knowledge and skills equivalent to national qualifications

level 2/3.

	Experience
	· Proven administration experience
· Previous experience of working with young people and their families
· Experience of using Attendance  Modules in SIMS

	Skills and Abilities
	· Ability to work in an organised and methodical manner and maintain accurate records
· Ability to analyse data and prepare statistical returns  
· Ability to convey information clearly and accurately orally and in writing to a range of people
· Ability to take personal responsibility for organising day to day workload
· Ability to work effectively and supportively as a member of the school team
· Able to use own initiative to solve problems and respond proactively to unexpected situations.
· Able to deal calmly, tactfully and effectively witha range of people
· Ability to show sensitivity and objectivity in dealing with confidential issues

	Knowledge
	· Demonstrate a basic understanding of the work of a school
· Demonstrate a good understanding of the application of school’s attendance policies
· Knowledge of a range of computer applications – including work Word / Excel / Powerpoint / Sims
· Demonstrate an understanding of confidentiality and child protection issues in a school setting


