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West Cornforth Primary School 
Attendance and Pastoral Lead Person Specification 
	Attributes
	Essential
	Desirable

	References
	Fully supported in reference
	

	Education
	GCSE grade 5 (or equivalent) in English and Maths
NPQ Level 3 or equivalent

	First Aid Certificate
Designated Safeguarding Lead Level 2
Foundation/degree

	Experiences
	Experience of working in a school environment or other education setting.
Experience of supporting and working with parents/carers of pupils with additional needs. 
Experience of working with pupils with additional needs. 
Experience of working with colleagues and external stakeholders.
	Experience of working within attendance policies in school.


	Knowledge and Skills
	Good listening skills
Effective written and verbal communication skills
Knowledge of available support services for families
Knowledge of child protection legislation
Ability to create good relationships with children, staff, parents and external agencies. 
Ability to analyse data, to identify patterns and target support.
Ability to use IT systems, conduct analysis and produce reports. 
Ability to drive to carry out home visits. 
	Knowledge of barriers to learning that pupils may face.
Knowledge of available support services in the local area.
Experience of using school ICT systems


	Personal Qualities
	Patient and calm
Approachable and friendly
Organised, good time management, proactive and self-motivated
Upholds and promotes the ethos and values of the school
Ability to work under pressure and prioritise effectively
Ability to use initiative and make on the spot decisions for the benefit of pupil welfare.  
Maintain confidentiality at all times
Committed to safeguarding, equality, diversity and inclusion
Flexible 
Enthusiastic
Patience and emotional resilience in working with challenging behaviours / families
Sensitive to the needs of all children 
Ability to build trusted relationships with children, parents and families.
	

	Disclosure of Criminal
Record
	Enhanced DBS check confirming suitability to work with children 
(school will seek the DBS check)
	



image1.jpg




