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Sandling Primary School

Person Specification – Family Liaison Officer
E – Essential           D – Desirable

Qualifications

· E     At least 5 GCSE (or equivalent) A-C passes including English and Mathematics
· E     Evidence of recent relevant training/experience in supporting families 
· E   Designated Safeguarding Lead trained or willingness to undertake training

· E   First Aider at Work qualification or willingness to train

· E   Trained to undertake support staff performance management process or a willingness  

     to undertake this training.
· D    NVQ L3 or above in administration or supporting children

Experience 
E     Experience of working with children aged 4 – 11 in a school setting.

E 
Working with and supporting pupils and their families
D 
Leading parent meetings

D   Delivered well-being support programs 
D   Completing referrals to an outside agency
Knowledge and Understanding

· E     An understanding of the developmental needs of children (4 – 11) 
· E     An understanding of the need to respect confidentiality at all times.
· E   An understanding of ‘Keeping Children Safe in Education’ and associated     
       safeguarding procedures in nurseries / schools.
· E   Knowledge of external agencies that can support families with a range of needs

· E   Knowledge of school policies e.g. Safeguarding, Behaviour 

Skills 
· E     The ability to work as a member of the school team relating to colleagues, visiting 
     professionals and parents in a professional manner at all times.
· E      Ability to relate to all pupils in a positive, child centred and supportive manner valuing          

        and showing respect for their individual needs.
· E      Ability to relate to parents when advising and supporting their child.

· E     Ability to deal with difficult / sensitive situations and resolve conflict
· E     The ability to instil discipline in a calm manner in line with the school’s behaviour policy    

        and ethos.
· E     The ability to use initiative and to ensure the health, safety and well-being of children 
        and colleagues.
· E     The ability to liaise with professionals to promote the well-being of pupils
· E     Good time management and organisational skills.
· E     The ability to communicate clearly, in both the spoken and written form, with a range   

        of professionals.
· E     The ability to lead by example.
· E    Basic IT skills e.g. word processing, attaching documents
· E     The ability to manage confidential information.

· E     Highly organised with the ability to keep accurate records.

· E    Able to work without immediate supervision. 
Characteristics

· E     A willingness to undertake professional development.
· E     A calm, positive, supportive and consistent approach.
· E   An ability to champion vulnerable pupils’ needs within the school.
· E   A proactive approach and an ability to work under pressure.
· E   Ability to build positive relationships with all stakeholders.
· E   A willingness to reflect on practice and identify further improvements.


