	PERSON SPECIFICATION FORM

	Job Title: Attendance and Inclusion Support Worker 
	Grade: 6

	Requirements

(on the basis of the Job Description)
	Essential (E)

Or

Desirable (D)
	To be identified by: Application Form (AF),

Interview (I),

References (R)

	Qualifications
	
	

	
	
	

	GCSE or equivalent to level C or equivalent in Maths and English
	E
	AF

	Experience
	
	

	Recent experience of working in a similar role 
	D
	AF / I 

	Experience of working under pressure in a clerical environment
	E
	AF / I / R

	Experience of working flexibly as the workload demands and to accommodate the changing needs of the school
	E
	AF/ I 

	
	
	

	Knowledge/skills/abilities
	
	

	Knowledge of Microsoft Office suite
	E
	AF / I

	Excellent interpersonal skills
	E
	AF / I

	Ability to work on own initiative and pay attention to detail
	E
	I / R

	Ability to prioritise workload and meet deadlines
	E
	AF / I

	Good written and oral communication skills
	E
	AF / I

	Knowledge of and commitment to comply with policies and legislation relating to child protection, health and safety, confidentiality and data protection.
	E
	I

	To build and maintain effective working relationships with colleagues, families and outside agencies
	E
	AF / I / R

	High levels of emotional intelligence
	E
	I 

	Ability to understand the sensitive nature of information received as part of the role
	E
	I

	Ability to demonstrate high levels of honesty, integrity and confidentiality
	E
	AF / I

	Knowledge of internal school computer systems
	D
	AF / I

	Other (include special requirements)
	
	

	
	
	

	Able to demonstrate suitability for working with young people
	E
	AF/ I / R

	A commitment to sustain regular attendance at work


	E


	I / R
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