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Post title: Attendance Officer
Salary Grade:  Bexley06
Hours:  36 hours per week 39 weeks
Reports to: Head of School

Job Description
The Attendance Officer is responsible for promoting excellent attendance and punctuality across the school by providing effective administrative and operational support. The postholder will work closely with the Head of School, Senior Leadership Team, parents/carers and external agencies to monitor attendance, identify concerns and support strategies that improve pupil attendance and engagement.
The Attendance Officer will ensure that attendance procedures are implemented consistently, maintaining accurate records in line with statutory requirements, Trust policies and safeguarding expectations.
The role contributes to the Illuminate Minds Trust vision that "Everyone belongs, relationships matter and we work together to achieve Excellence Every Day."
Key Responsibilities
Attendance Management
· Monitor daily attendance and punctuality using the school's Management Information System (Arbor). 
· Ensure registers are completed accurately and within statutory timescales. 
· Follow up unexplained absences promptly with parents and carers. 
· Maintain accurate attendance records and documentation. 
· Identify attendance concerns and produce regular attendance reports for the Senior Leadership Team. 
· Monitor persistent absence and support strategies to improve attendance. 
· Prepare attendance information for meetings, governors and external agencies as required. 

Family Engagement
· Develop positive relationships with parents and carers to promote good attendance. 
· Communicate attendance expectations clearly and professionally. 
· Support meetings with families where attendance is a concern. 
· Signpost families to appropriate support services where required. 

Safeguarding
· Follow safeguarding procedures where children are absent without explanation. 
· Carry out first-day calling procedures. 
· Escalate attendance concerns in line with Trust safeguarding procedures. 
· Work closely with the Designated Safeguarding Lead where attendance raises safeguarding concerns. 

Administration
· Maintain accurate pupil attendance records. 
· Produce attendance letters and other correspondence. 
· Support the preparation of attendance panels and meetings. 
· Ensure confidentiality and compliance with GDPR. 
· Maintain electronic and paper filing systems. 
· Support the wider administrative team where required. 

Partnership Working
· Work collaboratively with the Senior Leadership Team and pastoral staff. 
· Liaise with the Local Authority, Education Welfare Officer and other agencies where appropriate. 
· Promote a positive culture of attendance across the school community.







Illuminate Minds Trust

Person Specification

	Personal Qualities
	Essential
	Desirable

	
Education and training

	
· Competent IT skills including Microsoft Office.
· GCSE Maths and English (Grade 4/C) or equivalent.
	
· Arbor experience.

· Attendance Officer qualification or relevant administration qualification.

	
Experience, knowledge and understanding













	· Experience of working within a school or busy administrative environment. 
· Experience maintaining accurate records. 
· Excellent understanding of confidentiality and GDPR. 
· Good understanding of safeguarding responsibilities. 
· Experience communicating with parents and external agencies. 
· Ability to interpret attendance information and identify trends.
	
· Experience of working within a school or busy administrative environment. 
· Experience maintaining accurate records. 
· Excellent understanding of confidentiality and GDPR. 
· Good understanding of safeguarding responsibilities. 
· Experience communicating with parents and external agencies. 
·   Ability to interpret attendance information and identify trends.

	
Skills and aptitudes


	· Excellent written and verbal communication skills. 
· Strong organisational skills. 
· Excellent attention to detail. 
· Ability to prioritise competing workloads. 
· Ability to build positive relationships with pupils, families and colleagues. 
· Ability to handle sensitive information professionally. 
· Ability to work independently and as part of a team. 
·  Commitment to safeguarding and promoting the welfare of children.
	
· Experience producing reports and analysing attendance data. 
· Confidence presenting attendance information to senior leaders. 
·  Ability to support school improvement initiatives relating to attendance.
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