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WESTCOUNTRY SCHOOLS TRUST 
JOB DESCRIPTION 
 
Job Title:                 Administrator/Attendance Officer 
Location:                 Glen Park Primary 
Grade/salary:        Grade C - £24,790 - £25,584 FTE  
[bookmark: _GoBack]Hours:                     14 hours per week, Monday and Tuesday 0830-1600, 38 weeks per year 
Reports to:             Head Teacher  
Responsible for:    Providing administrative support  
Key relationships: Office Manager, Primary Operations Manager, Office Team    
 
Job Purpose 
To provide a front of office service to parents, carers, children, visitors and staff alike. Undertaking administration tasks. 
To improve pupil attendance across the school by monitoring, recording and reporting attendance data, working closely with parents/carers and staff to support good attendance and punctuality. To contribute to a positive and inclusive school environment by upholding the school’s values and safeguarding responsibilities 
Duties and Responsibilities 
 
Accountabilities: 
 
· To ensure the school office is kept tidy, organised and in good order at all times.   
· Reception duties, answering routine telephone and face to face enquiries and signing in visitors 
· To ensure the accurate collection and recording of all pupil data in manual and computerised records/management systems e.g. SIMS, School Money  
· To administer medicines to pupils 
· Communication with parents and other services - letters, emails, messaging service 
· General clerical tasks, such as filing and photocopying 
· Support the administration of all pupil related tasks including registers, absences, FSM, holiday requests and collate information in preparation for School Census return 
· To ensure data protection by following GDPR legislation at all times 
· Monitor daily attendance and follow up on absences, ensuring registers are completed accurately.  
· Contact parents/carers to discuss unexplained absences and patterns of poor attendance.  
· Monitor the attendance of those students who access alternative or reduced hours provision and ensure all related paperwork is in order and shared with external agencies.  
· Maintain accurate and up-to-date attendance records using the school’s management information systems. 
· Produce regular attendance reports for the leadership team and external agencies as required.  
· Liaise with staff, parents, and external agencies to address attendance concerns.  
· Support the implementation of attendance policies and strategies.  
· Attend meetings related to attendance and welfare as required.  
· Escalate persistent absence cases according to school policy.  
· Promote a positive attendance culture within the school 
 
1. WeST is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The post is subject to a satisfactory enhanced DBS check. On interview applicants will be asked for photo identification and proof of qualifications. 
 
2. To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality & Diversity. 
 
 
3. To participate in Continuing Professional Development (CPD relevant to the role and to engage in Performance Development Reviews (PDRs). 
 
4. Preparing and contributing to Trust wide development by sharing best practice and delivering/receiving professional feedback.  
 
5. To retain confidentiality and maintain data and/or files in accordance with Trust policies for data governance, as appropriate for the role.  


This job description provides a general reflection of the main duties and responsibilities of the post at the date of production.  You may be expected to take on other reasonable activities deemed to be within the character of the post to assist in efficient service delivery.  The duties may change over time as requirements and circumstances evolve without changing the general character of the post or level of responsibility.   


















.PERSON SPECIFICATION   E = Essential, D = Desirable 
 
	Method of Assessment 
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed. 
	Essential or Desirable 
	Application Form 
	Interview (or other selection activity) 

	VALUES-BASED BEHAVIOURS - It is important to us that your values align with ours: 

	Compassion: 

	Recognising need in others and acting with positive intention to promote well-being and improve outcomes  
	E 
	 
	X 

	Aspiration: 

	Works to high expectations, modelling the delivery of high-quality outcomes 
	E 
	 
	X 

	Showing passion, persistence and resilience in seeking creative solutions to strive for continuous improvement and excellence 
	E 
	 
	X 

	Integrity: 

	Acting always in the interests of children and young people,  
	E 
	 
	X 

	Acting with a consistent and uncompromising adherence to strong moral and ethical principles 
	E 
	 
	X 

	Communicating with transparency and respect, creating a working environment based on trust and honesty 
	E 
	 
	X 

	Collaboration: 

	Creating a shared vision and working effectively across boundaries in an equitable and inclusive way to skilfully influence and engage others 
	E 
	 
	X 

	QUALIFICATIONS: 

	Basic numeracy and literacy skills are required (GCSE Grade C or equivalent in English & Maths). 
	E 
	X 
	X 

	NVQ Level 3 or equivalent qualification or experience. 
 
	E 
	X 
	X 

	EXPERIENCE: 

	Experience of MS Teams, Word, Excel preferred, but candidates must have a clear and demonstrable aptitude for IT systems  
 
	E 
	X 
	X 

	Have experience in administration 
	E 
	X 
	X 

	Experienced in working in a school environment although this is not essential but may be useful 
	D 
	X 
	X 

	KNOWLEDGE, SKILLS AND ABILITIES: 

	Keyboarding skills for the production of routine correspondence and emails with occasional typing. Word processing and other IT based tasks. 
	E 
	 
	X 

	Using judgement when interpreting and resolving straightforward problems. 
	E 
	 
	 

	Be able to work confidentially and at times without supervision 
 
	E 
	X 
	 

	Maintain effective and accurate written records when required 
	E 
	X 
	 

	PERSONAL QUALITIES AND ATRIBUTES: 

	The ability to work independently as well as in a team 
 
	E 
	X 
	 

	Be adaptable and flexible, calm under pressure 
 
	E 
	X 
	X 

	The ability to form effective, positive and supportive relationships with children, staff, parents and outside agencies 
	E 
	X 
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