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Knowledge	                                                                                  90 Taunton Road
Opportunity	                                                                       Harold Hill
Respect	                                      RM3 7SU
United



JOB TITLE			: 	Attendance Officer

SALARY			:	£25,000.00 

HOURS			:	8.00am – 4.00pm

REPORTS TO		:	Director of Pastoral Care


ATTENDANCE OFFICER

JOB PURPOSE: 

The post holder will report directly to the Director of Pastoral Care. Your main role as Attendance Officer is to promote and provide an efficient attendance service for the Academy. The post holder is also expected to continuously contribute ideas to design and effective running of attendance. 


MAIN DUTIES:
 
· To assist in delivering attendance support to students by recording, monitoring and analysing attendance records. 

· Promote good attendance inside and outside of school using a variety of methods. 

· Collaboratively work to reduce the percentage of PA (Persistent Absence) and lateness at the Academy. 

· To keep appropriate staff up-to-date with information. 

· To attend and participate in regular meetings and act as minute taker. 

· To maintain productive working relationships with students, acting as a role model. 

· To provide feedback to staff, parents and students in relation to attendance. 

· To maintain constructive relationships with parents/carers when exchanging information, facilitating their support for their child’s attendance, access and learning and supporting home to Academy and community links. 

· To make unsupervised contact with families in response to allocated referrals i.e. home visits and/ or meetings in school. 

· To assist in the development, implementation and monitoring of systems relating to attendance and integration e.g. registration, truancy, pastoral systems etc. 

· To comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 

· To effectively and proactively resolve all issues arising from attendance and in a timely manner and analyse data and patterns in relation to absence. 

· To maintain and update all necessary records using manual and computerised systems, compiling returns as appropriate.

· To update attendance records.

· To stay up-to-date with Policy changes and implement programmes to support this.

· To attend any training necessary.


SPECIFIC RESPONSIBILITES 

Daily: 

· Record Parent/Carer Absence calls on Arbor and ensure that reason for absence and any other additional information is fully documented. 
· Make phone calls on the first day of absence and send truancy calls. 
· Record and file medical letters and provide updates as needed. 
· Administration of Arbor to ensure the register is competed and exclusions recorded accurately. 



Weekly: 

· Update Attendance tracker with attendance figures from Arbor. 
· Generate the weekly Attendance Performance Indicator every Friday by 4pm for the Director of Pastoral Care highlighting attendance trends and patterns and significant group data. 
· Generate daily, weekly and yearly attendance data using tracker and create year group comparisons from data. Generate previous academic year’s attendance comparatives when required. 
· Link with the Office Manager to ensure that students are added and deleted from roll as appropriate. 
· Identify students for tutor chats so teachers can challenge students and communicate through absence letters to parents and carers. 
· Keep tracker updated on weekly basis with attendance notes. Send letters and arrange parental meetings with attendance concerns. 


Termly / ½ Termly: 

· Produce attendance reports of Governing Body when required. 
· Produce an attendance board and promotional material for Parents/Open Evening. 

MANAGEMENT INFORMATION SYSTEM

· To ensure that student information is kept up to date within the MIS.


This job description sets out the duties of the post at the time it was drawn up. The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed. This is a common occurrence and would not justify a reconsideration of the grading of the post.











[bookmark: _GoBack]Person Specification

	Criteria
	Essential
	Desirable

	
Qualifications & Training

	
Minimum of Maths and English at Grade C or above
	
NVQ in business/administration

	
Experience
	
· Minimum 1 years’ experience in a school office/busy administration department.
· Experience of dealing effectively with the general public.
· Experience of working successfully and cooperating as a member of a team.
· Experience of undertaking a range of administrative tasks.
	

	
Skills, knowledge and aptitudes
	
· Ability to communicate effectively both orally and in writing across a wide range of audiences.
· Ability to complete work to a high standard.
· High standard of accuracy and presentation.
	
· Have a working knowledge of a school Management Information System






Signed:					

Printed:					

Dated:						
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