GENERIC PERSON SPECIFICATION


	POST: FAMILY SUPPORT OFFICER – GRADE 7  



	SKILLS/ ABILITY/ EXPERIENCE
	TO DO WHAT?
	HOW WELL?

NOW OR WITH TRAINING?
	HOW IMPORTANT AT THE TIME OF APPOINTMENT?

	KNOWLEDGE

English and Maths to GCSE Grade C or equivalent

NVQ in Supporting Teaching and Learning in Schools PLUS training in emotional literacy and the role of the ELSA
Previous experience of working with children with social, emotional and behavioural difficulties, and with their parents

	To demonstrate a good level of numeracy and literacy

To understand pupils’ barriers to learning and enable them to overcome these

To understand, support and engage the children

To form good, positive working relationships with the parents


	Now

Desirable now – or MUST be willing to undertake training

Essential now
	5

4

5

	MENTAL SKILLS

Ability to plan in short/medium term 


	To plan work activities for groups of children who may display a variety of behavioural difficulties

To organise support events/activities for parents

	Now
	5



	INTERPERSONAL & COMMUNICATION SKILLS

Ability to communicate effectively with a range of audiences through excellent written and oral communication skills 

	To establish positive and respectful relationships with pupils and parents, to enable effective support, advice and counselling to be provided

To develop and maintain effective working relationships with colleagues and outside agencies/organisations 


	Now
	5

	PHYSICAL SKILLS
Keyboard skills

	To produce reports and documentation
	Now
	3

	INITIATIVE & INDEPENDENCE
Ability to work on own initiative and to organise/prioritise own workload

	To work independently and to make decisions on day to day issues without recourse to senior management

	Now
	4

	PHYSICAL DEMANDS
N/A


	
	
	

	MENTAL DEMANDS
Ability to concentrate on detailed work for prolonged periods of time 

Ability to deal with conflicting priorities and cope with pressure
Awareness of needs/demands of young  children (particularly those with specific behavioural/emotional needs) and how they act/react


	To analyse data, produce reports, concentrate in meetings etc

To manage interruptions to and meet deadlines

To react to children’s needs and demands and to ensure their safety and welfare


	Now

Now

Awareness now
	5

5

5

	EMOTIONAL DEMANDS
Ability to work with, support, understand and empathise with children who may have a complex range of emotional, behavioural and physical needs 

	To work with individuals or groups of children who are experiencing social, emotional and/or behavioural difficulties and to establish relationships with their parents

To listen to children, establish relationships and (in accordance with school policies and procedures) be able to act/deal appropriately with emotionally difficult situations


	Ability/aptitude essential now.  Training given in specific procedures
	5

	RESPONSIBILITY FOR PEOPLE
Understanding of key safeguarding issues and procedures

	To ensure correct reporting and monitoring of any safeguarding issues arising across the school;

To maintain appropriate levels of confidentiality and data security in respect of personal / pupil / colleague information

	Good understanding now – training given in specific school procedures
	5

	RESPONSIBILITY FOR SUPERVISION

N/A


	
	
	

	FINANCIAL RESPONSIBILITY

N/A

	
	
	

	RESPONSIBILITY FOR PHYSICAL RESOURCES

Ability/experience in using school computer systems (SIMS, TUCASI etc) and general office systems (MS Word etc)


	To produce documentation and correspondence; maintain confidential records; run reports and analyse data


	Ability now; training given in specific systems
	3
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