ABERDEEN CITY COUNCIL

JOB PROFILE 
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Job Details

	Job Title:  
	Home School Liaison Officer (HSLO)

	Job Profile No:
	39

	Directorate:  
	Integrated Children’s and Family Services

	Service:
	Operations

	Grade:
	G10

	Version Date:
	May 2013 (V2)
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Job Purpose

	To work with colleagues in schools, other Council Departments, agencies and with families, to provide support and encouragement in relation to attendance at schools.
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Reporting Relationships

	Head Teacher

I

HSLO
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Outcomes

	The post holder will be expected to:

· To provide support for families in improving school attendance.

· To implement schools and authority procedures on pupil non attendance and pupil lateness.

· To contribute towards the early involvement of parents with regard to the above.
· To contribute to multiagency meetings and plans for pupils.
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Knowledge 

	The post holder needs to be able to demonstrate an understanding or experience of:

· Working with children and families.

· A familiarity with multi – agency approaches.
· Children and young people’s welfare and development.
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Job specific skills and competencies

	The post holder is expected to demonstrate:

· Awareness of child protection issues.

· Ability to relate to pupils and their families.

· Ability to maintain accurate records and understand need for confidentiality.
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Organisational Behaviours 

	The post holder is expected to display the following behaviours:

Communication

· Relates well to others and works with them to help meet their needs.

· Is open and honest in communication.

· Provides constructive feedback/advice/instruction.

· Encourages contributions from others.

· Uses appropriate language which is clear and unambiguous (Plain English).

Customer focus

· Understands and responds appropriately to customers’ needs.

· Deals with customers fairly and equitably.

· Establishes good relationships with customers.

Professionalism

· Meets and maintains standards consistently.

· Is solution focussed.

· Takes a positive approach to work.

· Is flexible and willing to accept change.

· Maintains confidentiality.

· Keeps skills and knowledge up to date.

Respect

· Shows respect for people at all levels.

· Praises and acknowledges good work.

· Is courteous, polite and considerate to all.

· Complies with council policies, procedures and guidelines.
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Requirements of the Job  

	The post holder will be expected to:
Travel throughout the city.
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Development 

	The post holder must have undertaken or be committed to undertaking the following within a specified period:

· Data Protection Essentials – OIL Module  (or equivalent) 

· Protecting Children  - OIL Module (or equivalent)

· For Your Eyes Only  - OIL Module (for PC users only)


