[image: image1.png]


ST NICHOLAS CHURCH OF ENGLAND PRIMARY SCHOOL

PERSON SPECIFICATION

WELFARE AND ATTENDANCE ADMINISTRATOR

Knowledge, Skills and Experience
· Experience of working with children across the key stages
· Knowledge of basic first aid and the welfare needs of children

· Able to work collaboratively and supportively with colleagues within the school and with professionals in other organisations

· Able to meet the required standards for the role as stated in the job description

· Able to carry out tasks with or without supervision and follow verbal and written instructions

· Able to be highly organised and prioritise workloads ensuring the needs of the children are met

· Effective verbal and written communication

Personal Attributes

·        Good interpersonal skills

·        Able to establish a rapport with children and their families

·        Confident, self-motivated and reliable

·        Patient, friendly, emotionally resilient and calm in stressful situations

·        Committed to the protection and safeguarding of children 

·        Values and respects the views and needs of children 

·        Respects and values the different experiences, ideas and backgrounds others    can bring to work and to teams

·       Committed to continual personal and professional development. 

·       Reflective and learns from past experiences

