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	Job title:
	Attendance Officer and Administrator

	Hours of work:
	25 hours - Monday – Friday 8.00am-1.30pm (30 minute break) 

	Salary:
	Grade 4 (point 5 to 6)



Purpose
Reporting to the School Business Manager you will provide full administrative support to the school community with a core focus upon attendance processes and monitoring.
Attendance Duties
· To ensure that the attendance policy and is fully implemented within school practice and procedures;
· To maintain accurate and up to date attendance/lateness records both manually and electronically and to ensure ongoing monitoring of attendance for all children to promote good attendance across the school; 
· Administer a daily attendance and punctuality check each morning and follow up the daily absences by telephone or other means including checking the school answerphone, apps and e-mails for absence messages and record appropriately on Bromcom (Management Information System); 
· Process applications for any leave/special absence of children in liaison with the Head of School; 
· To ensure full records are kept up to date and filed appropriately and promptly;
· In liaison with the senior leaders, and other relevant professionals, process referrals to the Education Support Service;
· Produce weekly reporting for school staff and leaders to ensure they are kept informed of pupils reaching attendance trigger points and issue communications to parents as instructed;
· Produce weekly reports for leaders to announce rewards in assembly to promote good attendance to the children;
· Meet/communicate with parents regarding school attendance and absence concerns and complete associated paperwork;
· Liaise with the senior leaders and refer children who are not meeting attendance targets and those who take holiday during term time and inform the relevant person in Local Authority of any Children Missing in Education (CME); 
· Ensure the Children Missing Education procedure is followed by the school; 
· To support in the organisation of attendance rewards, communication and events at the end of each half term.



Administrative Duties
· Provide an effective, warm, welcoming front of house service and admin support to the school, adhering to safeguarding regulations at all times. 
· Support duties within the main school office.
· Working with the school leaders to produce certificates for attendance, sending postcards home and Star of the week.
· Issue communications and letters to parents, staff and pupils as required
· Support the organisation of school events, trips and related administration; 
· Support the completion of statutory returns e.g. forms for DfES, Area Health, etc
· Deal with telephone and face to face enquires from all school stakeholders 
· Photocopy documents and letters for distribution
· Maintain appropriate files of all communications issued both electronically and hard copy – store on the shared area
· Utilise school systems for communications and be responsible for any queries with getting parents/staff registered upon school related platforms
· Process deliveries into school ensuring delivery matches purchase order. Distribute to staff as appropriate
· Process post in and out of school
· Adhere to financial regulations at all times
· Assisting with the management of stock items held in school 
· Assist in Year-end procedure (academic year) 

Data Management
· To ensure pupil records are up to date and accurate, including Bromcom
· Add and remove pupil records as necessary
· Import and export records through the school to school transfer CTF system
· Email other school settings for data when pupils have arrived from out of authority 

Support for the School
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection.  Reporting all concerns to the appropriate person.
· Contribute to the overall ethos/work/aims of the school.
· Participate in training, other learning activities and performance development as required.
· Attend and participate in meetings as required.
· Any other duties commensurate with the duties/responsibilities/grade of the post

It is a requirement that all our staff have an enhanced DBS check. The School is committed to the welfare and safeguarding of all pupils and staff.  All appointments are subject to detailed and satisfactory references and health check being received.





Person Specification
Experience
· Demonstrable office experience including the development, management and operation of administrative systems.
· School office experience desirable.

Qualifications / Training
· NVQ Level 3 or relevant subject or equivalent qualification or experience in relevant discipline.
· Very good numeracy and literacy skills.
· Willing to undertake the relevant training as required.

Practical Skills
· Effective use of ICT packages
· Very good keyboard skills
· Ability to use relevant technology and equipment e.g. computer/keyboard/photocopier
· Ability to plan and develop systems

Personal Qualities and Attributes
· Excellent communication skills - ability to understand and relate well to children and adults.
· A Knowledge of Equality & Diversity issues.
· Able to work constructively as part of a team
· Ability to identify own training needs and willingness to participate in training and development opportunities.
· To comply with the school’s commitment to the protection and safeguarding of children.
Additional Information:
 Hales Valley Trust is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check, and where applicable, a prohibition from teaching check will be completed for all applicants.
 This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020).  This means that certain convictions and cautions are considered ‘protected’ and do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.  Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website: 
 
https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
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