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Job description: Attendance & Admissions Assistant
	Location
	Gladstone Park Primary School

	Contract term
	Permanent

	Full time/term time
	Term Time + 5days (40 weeks)

	Pay range
	NJC Outer London Point 16 -20

	Reporting to
	Office Manager



Job purpose
​​​The  will work with the Headteacher, other school staff, parents, pupils and outside agencies to ensure the positive attendance of pupils across the school. Be responsible for providing administrative support of in-house admissions and monitor whole school attendance.
Main duties and responsibilities

Within Attendance: 
Advise and assist parents/carers to maintain regular school attendance of their children 
Communicate clearly to parents/carers the attendance procedures and expectations of the school 
Collect and analyse attendance data to enable identification and tracking of pupil attendance 
Input daily attendance data onto the BromCom management system 
Accurately minute meetings (and where relevant, telephone conversations) with parents/carers 
Monitor and track whole school attendance and punctuality and to send out letters where appropriate 
Produce attendance reports and follow up unauthorised absences on a weekly basis 
Produce termly reports for the Headteacher and Anthem Community Council 
Monitor and track the attendance of groups of pupils, particularly those designated as ‘disadvantaged’ 
Develop and maintain links with parents/children and the local authority’s Educational Welfare Service 
Monitor and ensure that correct attendance codes are entered in class registers and on BromCom 
Schedule and attend school-based meetings with parents/carers as necessary 
Liaise and work closely with the DSL, Leadership team, external agencies and other professionals in order to develop effective strategies to improve attendance and reduce unauthorised absence 
The timely production of termly attendance and absence statistics, including Census 
Telephoning parents to discuss absence in a sensitive but firm manner and building positive relationships with parents and developing strategies to improve attendance 
Maintain your own records to report effectively to the Headteacher for each enquiry and record timely follow-up actions 
Print half termly certificates for individual pupils and class attendance percentage 
Carry out appropriate administrative duties as required by the Headteacher 

Within admissions: 

Provide information and advice to applicants on Admissions from first enquiry through to enrolment by monitoring the admissions email address 
Liaise closely with respective staff with regards to the smooth transition/induction of new families, and support arrangements for new starters 
Record accurate and timely information relating to school Admissions (enquiries/visits/applications/app withdrawal/starters and leavers) on BromCom, and other systems as may be required to ensure completeness of data 
Liaising with borough admissions department to maintain an accurate and on-going list of students to be admitted in September and in year 
Entering pupil data onto the computer from applications received for admission for all phases of school entry 
Export / Import CTF files from DfE website and import to MIS 
Be aware of and comply with policies and procedures, and report all concerns to an appropriate person, in respect of: 
child protection and safeguarding 
health, safety and security 
confidentiality
data protection 
Ensure all pupils have equal access to opportunities to learn and develop. 
Undertake these duties within agreed departmental service/school objectives, policies and procedures and promote the Council's Equal Opportunities Policy. 


These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post.  
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. 

Person specification: Admissions and Attendance Officer​​
	Qualifications and training  
Evidenced through: Application 
	Essential 
	Desirable 

	​​GCSE Maths and English or equivalent​ 
	P 
	 

	​​​Previous experience of working with children​​ 
	P 
	 

	​​Knowledge of first aid​ 
	 
	P 



	Experience/employment record  
Evidenced through: Application/Interview/References 
	Essential 
	Desirable 

	​​Understanding of matters relating safeguarding of children in terms of their health, safety, welfare and mental wellbeing​ 
	P 
	 

	​​An awareness of matters relating to the confidentiality of information in relation to pupils, parents/carers and colleagues​ 
	P 
	 



	Personal qualities  
Evidenced through: Application/Interview/References 
	Essential 
	Desirable 

	​​The ability to converse at ease with members of the public and provide advice and information in accurate spoken English​ 
	P 
	 

	​​​Ability to work as a member of a team​​ 
	P 
	 

	​​Ability to work flexibly, understanding information concerning the functions of the school​ 
	P 
	 

	​​Ability to undertake supervision of children in a professional environment to ensure management of  their  behaviour​ 
	P 
	 

	​​Ability to be organised and prioritise between conflicting demands    ​ 
	P 
	 

	​​An ability to display positive social skills and encourage good behaviour in pupils​ 
	P 
	 

	Understanding and commitment to the Council’s Equal Opportunities policy 
	P 
	 

	Verbal and written communication skills appropriate to the need to communicate effectively with pupils, parents/carers and colleagues 
	P 
	 

	Sound interpersonal skills to establish constructive working relationships with pupils, parents/carers and colleagues 
	P 
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