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JOB TITLE:		Attendance Assistant

REPORTS TO:		Attendance Officer, Deputy Headteacher

GRADE:		Pay Band 4

SUPERVISES:		Not Applicable
 
JOB PURPOSE:

Day to day management of the school’s attendance policy under the direction of the line manager. 
 
It is expected that the Attendance Assistant will liaise closely with other members of the pastoral support teams within school and be able to administer first-aid, if required. 
 
KEY ACCOUNTABILITIES 
 
To actively promote the school’s Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place 
 
To maintain awareness of and commitment to the school’s Equal Opportunity Policies in relation to both employment and service delivery 
 
To fully comply with the Health and Safety at Work Act 1974 etc, the School’s Health and Safety Policy and all locally agreed safe methods of work 
 
At the discretion of the Headteacher, such other activities as may from time to time be agreed consistent with the nature of the job described above 
 
To work with colleagues to achieve service plan objectives and targets 
 
To participate in Employee Development schemes, and Performance Management and contribute to the identification of own team development needs 

 






PRINCIPAL RESPONSIBILITIES/DUTIES 
 
ATTENDANCE: 

· Daily management of attendance registers
· Retrieve attendance information from the school’s database as required
· Making first day contact by telephone with the parents of pupils who are absent 
· Record accurately the contact made and transferring the necessary information to the appropriate registers and staff
· Receive calls from parents/carers with information regarding absence and any other relevant matters that need to be referred
· Liaise with the Education Welfare Officer
· Notify parents of absences from exams/required coursework or attendance at an INSET day
· Assisting all staff with enquiries concerning attendance reports, timetable and whereabouts of pupils 
· Assist with all tasks associated with the running of the Welfare Officer as required
· Respond to children’s social care where any absence concerns a child in care or who has an allocated social worker

FIRST-AID/WELFARE:
 
· To attend to pupils and staff if taken ill or injured, administering first-aid and arranging, on the authorisation of the Headteacher, for the individual to go to hospital, to the doctor or home 
· Maintenance of the accident book, medical tracker and records as required by legislation and in line with school policy
· To be a positive role model for pupils
· To be available to listen to pupil’s concerns and respond appropriately
 
GENERAL SUPPORT:
 
· Report pupil and school issues in line with the School’s policies for health and safety, child protection, behaviour management etc. 
· Attend meetings and training sessions as required 
· Be involved in extra curricular activities, e.g. open days, presentation evenings 
· Be willing to support the pastoral team with home visits for vulnerable students in exceptional circumstances
 
*Note that accountability for the school’s attendance and safeguarding training sits with the Deputy Headteacher i/c Behaviour, Attendance and Safeguarding 

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Kindly note you will be an employee of The De Curci Trust.  Your duties will be as set out in the above job description but please note that the Trust reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.



PERSON SPECIFICATION 2025/26

Attendance Assistant

	Key Qualifications and Experience
	Essential 
	Desirable 

	GCSEs (or equivalent) including English, Maths and ICT
	x
	

	Experience in a busy attendance or administrative environment 
	x
	

	Experience using school or data systems
	
	x

	Strong clerical, administrative skills and managing telephone enquiries
	x
	

	Experience working with confidential information and maintaining discretion
	x
	

	Previous experience working in a school or educational setting
	
	x

	Knowledge of Google Docs, Microsoft Word, and Microsoft Excel
	x
	

	Experience in pastoral or welfare support
	
	x

	First Aid training or willingness to undertake
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	Right to work in the UK
	x
	

	Enhanced DBS and all required safer recruitment checks 
	x
	



	Key Skills and Abilities 
	Essential 
	Desirable 

	Excellent interpersonal and communication skills for dealing professionally with students, parents, and colleagues – including those from outside of the trust
	x
	

	Ability to multitask effectively in a demanding, fast‑paced environment with the ability to remain calm, professional, and welcoming under pressure
	x
	

	Ability to screen calls efficiently and direct enquiries to the correct department
	x
	

	Confident using IT systems, including email, databases, and MS Office/Google Workspace
	x
	

	Strong organisational skills with the ability to prioritise workload and work independently under own initiative
	x
	

	Ability to follow procedures and policies consistently
	x
	

	Accuracy in record keeping - accurate and thorough in maintaining records and entering data.
	x
	

	Understanding of safeguarding responsibilities and protective protocols
	x
	

	Understands and applies compliance expectations, including data protection and information security.
	x
	

	Demonstrable commitment to continuous improvement
	x
	

	Understanding of wider school accountability e.g. Ofsted
	
	x

	Excellent risk assessment and health and safety practice appropriate to specific role and the school environment 
	x
	

	Vigilance, emotional intelligence, and a deep understanding of protective protocols to ensure the safeguarding and welfare of children 
	x
	



	Personal Attributes
	Essential 
	Desirable 

	Excellent reliability, attendance and punctuality, with the resilience and drive to thrive in a high demand, fast paced school environment
	x
	

	Highly resilient; ability to remain calm and consistent under pressure 
	x
	

	High levels of energy, motivation, and a commitment to student learning and well-being
	x
	

	‘Team-player’ - collaborative approach to working with staff
	x
	

	High standards of professional conduct, integrity, and confidentiality
	x
	

	Flexible approach - adaptable to change and willing to contribute to extracurricular activities and trust/school initiatives 
	x
	

	Champions inclusion and equity 
	x
	

	Demonstrates their values by example – respect for others, integrity, honesty, compassion, hard work, self-motivation 
	x
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