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CHILDREN, EDUCATION AND SOCIAL CARE

PERSON SPECIFICATION

Post Title: 
Parent and Pupil Support Adviser

Post Ref:


Grade:
H

Responsible to:
Head Teacher of base school

Skills and Abilities

Essential

Excellent organisational and interpersonal skills

Excellent written and communication skills

Ability to work to deadlines

Ability to motivate and support pupils and parents/carers 

Ability to keep records of work

Ability to organise meetings with parents/carers and outside agencies, take minutes/notes and file appropriately

Desirable

Knowledge of inclusion

Experience

Essential

Experience working with parents/carers and families

Partnership working with outside agencies, eg social worker, police, school nurse

Desirable

Experience of working with children with special needs 

Experience of working with children with social and emotional needs

Experience of working as a PSA or equivalent

Experience of working as an Attendance Officer

Knowledge

Essential

Secure knowledge of child protection procedures

Secure knowledge of the school’s behaviour, child protection and attendance policies 

Child/ Young People development knowledge

Excellent knowledge of local area and community 

Effective use of ICT

Desirable

Secure Knowledge of Parenting Support Packages

Personal Factors

Essential

Ability to work effectively within a team

Excellent communication skills

Ability to liaise sensitively and effectively with parents and carers
Ability to build and maintain successful relationships with parents/carers and professionals

Self-motivating

Approachable manner

Ability to use a calm approach during meetings with difficult parents 

Pleasant and smart appearance
Resilient

Friendly

Hard-working

Flexible 
Sense of humour

