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JOB DESCRIPTION & PERSON SPECIFICATION

Attendance Officer 

North Chadderton School
Grade 4 SCP 12 – 17 (Salary will be pro-rata)

36 hours 40 minutes per week

Term Time only plus 1 day
Purpose of Post

To support the Academy to ensure attendance strategies are effectively implemented, by providing effective administrative support around Academy attendance and punctuality procedures.

Reporting to

Attendance Manager

Responsible for

None

Key Tasks & Duties

· Support the Attendance Manager by implementing attendance procedures throughout the Academy.

· Co-ordinate and communicate information to relevant staff, agencies and parents.

· Develop good relationships with colleagues, pupils and external stakeholders.

· Co-ordinate and plan appointments and provision/return of appropriate referral documentation.

· Assist with home visits regarding attendance and punctuality.

· Attend relevant meetings as requested by the Attendance Manager and record notes/minutes if required.

· Process parental requests for students requiring leave during term time and ensure parents/carers are aware of their statutory responsibilities by providing information and advice.

· Recognise good attendance using the Academy’s reward system.

· Be aware of and comply with policies and procedures relating to attendance, child protection, safeguarding and data protection.

Operational Responsibilities – Administrative support around attendance and punctuality procedures

· Ensure data is complete, accurate and up to date.

· Answer and record first day phone calls.

· Input and maintain all relevant absence data into SIMs, CPOMS and other relevant systems.

· Support with students arriving late to school and follow up actions when required.

· Follow up on any missing registration marks and missing/unacceptable reasons for absence.

· Follow up unauthorised absence either by phone or letter.

· Answer queries relating to pupil absence.

· Raise any concerns with the Attendance Manager immediately.

· Maintain accurate student files ensuring all correspondence is attached.

· Support colleagues by providing information for attendance and punctuality reports as required across the year.

· Run attendance reports for the Attendance Manager, DSL, SLT and other relevant stakeholders.

Culture

· Responsible for Health & Safety, security and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.

· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity and Inclusivity.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

The job description is current at the date shown, but, in consultation with the postholder, it may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.

This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

The academy will endeavour to make any necessary reasonable adjustments for the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).

The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.

Attendance Officer Person Specification

	
	Essential or Desirable
	Application/Interview/Test

	Qualifications
	
	

	GCSE Maths and English minimum grade 4 or equivalent
	E
	A

	Educated to A-Level standard/NVQ L3/4 or equivalent
	D
	A

	Knowledge
	
	

	Relevant safeguarding qualification and/or training
	E
	A, I

	Knowledge of attendance systems
	E
	A, I

	Knowledge of statutory responsibilities relating to school attendance including parental responsibilities
	E
	A, I

	Knowledge of issues related to working with children who reside in areas of high socio-economic deprivation
	E
	A, I

	Experience
	
	

	Experience of attendance management in a school environment
	E
	A, I

	Experience of working with external agencies
	E
	A, I

	Experience of extracting and analysing data and running standard reports
	E
	A, I, T

	Experience of dealing with sensitive and confidential student information
	E
	A, I, T

	Experience of preparing documentation for external agencies and statutory returns
	D
	A, I, T

	Skills and Abilities

	Ability to work effectively within a team environment
	E
	A, I, T

	Ability to build and maintain effective working relationships with pupils and parents/carers
	E
	A, I, T

	Ability to build and maintain effective working relationships with internal colleagues and external agencies
	E
	A, I, T

	Ability to communicate effectively with a wide range of stakeholders using a variety of media
	E
	A, I, T

	Ability to hold difficult conversations confidently and effectively
	E
	A, I

	Ability to produce reports in appropriate formats
	D
	A, I, T

	Ability to analyse and evaluate data to identify trends and issues
	E
	A, I, T

	Ability to prioritise workload effectively to meet deadlines and work under pressure
	E
	A, I, T

	Ability to use ICT and other specialist equipment
	E
	A, I, T

	Ability to use software, spreadsheets, databases and other packages effectively
	E
	A, I, T

	Personal
	
	

	Must be able to support fully and with the integrity the ethos of the school
	E
	A, I, T

	Able to work flexibly, responding to pressure points in workloads and including some unsocial hours to meet deadlines
	E
	A, I, T

	Positive, open and friendly attitude to service improvement and delivery
	E
	A, I, T


E = Essential    D = Desirable    A = Application    I = Interview    T = Test
N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview


