
JOB DESCRIPTIONPRIVATE 

JOB DESIGNATION:    

Family Liaison and Attendance Officer 

GRADE:


GRADE F
PERSON SPECIFICATION

Family Liaison and Attendance Officer
Personal requirements of a successful postholder



Education/Qualifications/Membership of Professional 

Institutions (indicate grade)
Willingness to undertake induction






E

Level 3 qualification for Social Care, Education, Teaching Assistants or equivalent, or previous relevant experience










E

Very good numeracy/literacy skills 







E

Specialised Training

Training or successful experience in the essential strategies: safeguarding, special needs awareness, supporting families









E

Training in process for supporting school attendance 




D

Counselling or delivering set programmes to small groups




D

Appropriate first aid training








D
Experience

     
Experience of working with children






E

Counselling or delivering set programmes to small groups



D

Experience of working with people with disabilities




D

Experience working with families






E


Previous family liaison work supporting families to safeguard an meet legal standards
D


Previous experience of managing pupil attendance




D

Key Skills

Can use ICT effectively to support learning






E

Use of other equipment technology – video, photocopier




E

Ability to self-evaluate learning needs and actively seek learning opportunities

E

Ability to relate well to children and adults






E

Work constructively as part of a team, understanding school roles 

and responsibilities and your own position within these




E

Ability to constructively challenge parents to achieve positive expectations for pupils and maintain positive relationships wherever possible






E

Key Knowledge

Full working knowledge of relevant policies/codes of practice and

awareness of relevant legislation (following training as necessary)



E

Attitude


Fully focused on optimising outcomes for pupils





E


Fully non-discriminatory attitude to pupils and adults 




E

Ability to communicate unconditional positive regard to pupils and parents at all times, in all circumstances






E

Positive attitude to challenge and support for pupils with disabilities


E

Fully Reliable and trustworthy – someone who will do what they say they will and will honestly address mistakes or needs to improve them






E

Willing to work flexibly when necessary to optimize outcomes for pupils including reasonable alternative tasks (eg minor admin tasks, working with pupils as appropriate)

E

For information

Category (E) – ESSENTIAL - without which the candidate would be unable to carry out the duties of the post

Category (D) – DESIRABLE FEATURES which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc.
