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Job Description

	Job Title
	Attendance Support Officer 

	Name of Post Holder:
	TBA
	Signed:

	Responsible to
	Student Services Team Lead, working closely with the Attendance Officer

	Establishment/
location
	Wood Green School

	Review date of
Job Description
	25/06/2026

	Grade/salary
	Grade 6 Point 8

	Hours/working time
	37 hours per week (core hours are between 7:30am and 3:30pm), Monday-Thursday, Friday 7.30 to 3.00pm) Term-time (39 weeks per year, not including holiday).  A later start time of 8.00am could be considered.

	Purpose of Post
	To provide consistent day-to-day operational capacity for attendance administration, first-day response and accurate recording, ensuring the school meets attendance compliance expectations and that absence processes continue uninterrupted during peak periods and staff absence. As well as, any other administration duties as required. 

	Main Duties and Responsibilities
	Core accountabilities

· Participate in daily absence processes, text messages, calls etc.
· Provide high-quality administrative capacity that protects the Attendance Officer’s time for higher-risk escalation, persistent absence tracking and analysis.
· Maintain professional, consistent parental communication aligned to school policy.

Daily absence and first-day response (frontline operations)

· Run daily absence checks and produce daily absence lists for relevant staff.
· Complete first day calling/texting/emailing for unexplained absences in line with school procedure.
· Log all outcomes accurately in the MIS (Bromcom) and CPOMS with correct codes and notes, advising relevant staff.
· Follow up “no contact” cases through agreed steps (repeat contact attempts, escalation triggers).

Sickness Absence 

· Oversee the daily sickness absence, overseeing the first response to students

Attendance administration and record integrity

· Validate and correct attendance entries where appropriate (in liaison with tutors/HoY), ensuring registers are complete and accurate.
· Maintain and update attendance templates/letters and standard communications.
· Prepare routine attendance paperwork and evidence packs where required (e.g., meetings, referrals), under direction of Attendance Officer/Team Lead.
· Support maintenance of attendance files and audit trails (chronology of contact attempts and actions).
· Ensuring student attendance marks are accurate according to the correct attendance codes or comments (Exams, fixtures, trips etc.)

Persistent absence support (capacity, not ownership)

· Support the Attendance Officer by preparing information for persistent absence meetings to be shared with Pastoral Support.
· Oversight of reduced timetables, assisting students on a phased return to education. 

Stakeholder liaison and escalation discipline

· Liaise with tutors/HoY regarding missing marks, corrections and follow-up actions, keeping records up to date.
· Escalate concerns promptly to the Attendance Officer and/or safeguarding team in line with thresholds and attendance/safeguarding policies.
· Provide accurate information to support leadership reporting as requested via agreed templates (avoid ad-hoc “data firefighting”).

Business continuity / cover

· Provide cover for core attendance processes during predictable peaks (e.g., Monday spikes, winter illness periods) and planned absence.



	Health and Safety










	· To have due regard for health and safety in the workplace
· To be familiar with, and adhere to, relevant parts of the school’s Health and Safety Policy
· Co-operate with health and safety requirements
· Report all known defects
· Use, but do not misuse anything provided for your health, safety and welfare
· Do not undertake unsafe acts
· Inform Head of Establishment of any ‘Near-Misses’
· Be familiar with the emergency action plans for fire, first aid and security issues
· Undertake specific designated duties regarding emergency evacuation
Raise health and safety and environmental issues with students

	Child Protection

	· Wood Green School is committed to safeguarding and promoting the health, safety and welfare of children, young people and vulnerable adults.
· Staff and volunteers are expected to share this commitment for whom they are responsible or with whom they come into contact in the course of their duties 
· All successful candidates will be subject to DBS checks along with other relevant employment checks







Person Specification
Community Facilities Host
	
Criteria

	
Essential
	
Desirable

	Education and Qualifications
	· GCSE (or equivalent) in English and Maths at Grade 4/C or above
· Evidence of strong literacy and numeracy skills
	· Previous experience working in a school environment
· Safeguarding or attendance-related training

	Knowledge and Experience
	· Experience in an administrative role requiring high levels of accuracy
· Experience of handling sensitive or confidential information
· Experience communicating with parents or customers by phone and email
· Strong IT and computer software skills
· An in-depth understanding of the Microsoft 365 suite
	

	Skills and Ability
	· Ability to work accurately at pace in a time-critical environment
· Strong organisational and prioritisation skills
· Confident and professional telephone manner
· Competent IT skills including data entry and report generation
· Ability to follow procedures consistently and escalate concerns appropriately
	· Ability to interpret attendance data or produce basic summaries
· Experience preparing documentation packs or structured evidence log

	Personal Characteristics

	· Calm and composed under pressure
· Professional and discreet when handling sensitive matters
· Reliable and consistent in attendance and punctuality
· Able to work collaboratively within a team structure
· Willing to work within clearly defined boundaries of responsibility
	· Confidence to suggest process improvements where appropriate
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