








 

School Attendance Administrator 

 
Job Overview  
We are looking to appoint an enthusiastic and inspirational School Attendance 
Administrator, to provide administrative support for attendance and Administration for 
Royal Wootton Bassett Academy.  

The postholder will maintain accurate student records, support attendance processes, 
administer educational visit and event registers, and support the Academy's student 
mobile phone procedures. The role requires accuracy, organisation and good customer 
service, ensuring information is recorded and communicated in line with established 
Academy procedures. 
 
Job Description 
Attendance Administration 

• Maintain accurate attendance records using the Academy’s Management 
Information System, Arbor. 

• Monitor attendance registers and identify missing marks for follow-up. 
• Contact staff regarding incomplete registers in accordance with Academy 

procedures. 
• Process attendance amendments once authorised by the appropriate member 

of staff. 
• Record planned absences and update student attendance records. 
• Monitor and process leave of absence requests submitted through Microsoft 

Forms. 
• Request additional information from parents and carers where required. 
• Issue standard attendance and absence correspondence following an authorised 

decision. 
• Process student late arrivals and ensure records are updated accurately. 
• Maintain attendance intervention records and registers as directed. 

 

Educational Visits, Events and Registers 

• Create and maintain attendance registers for educational visits and school trips. 

• Create and maintain registers for sports fixtures, PE events and other off-site 
activities. 

• Create and maintain registers for in-school events, activities and examination 
sessions. 

• Update attendance records following trips, fixtures, events and examinations. 

• Maintain accurate records of student participation in Academy activities. 

• Liaise with staff to obtain register and participant information when required. 

• Maintain accurate records of students collected during the Academy Day. 

• Ensure student information is recorded accurately and treated confidentially. 

• Support student sign-in and sign-out procedures. 



 

• Process late arrivals and issue passes in accordance with Academy procedures. 

• Refer safeguarding or welfare concerns immediately to the appropriate member 
of staff. 

 

Student Mobile Phone Administration 

• Support the administration of the Academy’s student mobile phone procedures. 

• Record the collection and return of devices in accordance with Academy 
procedures. 

• Contact parents and carers using agreed communication templates when 
required. 

• Maintain accurate records for the secure storage and release of confiscated 
devices. 

 

General Administrative Support 

• Undertake data entry and record-keeping tasks with a high level of accuracy. 

• Maintain electronic and paper filing systems. 

• Monitor and respond to routine emails and enquiries relating to attendance and 
student services. 

• Prepare standard letters, reports and documentation using approved templates. 

• Photocopy, scan, file and distribute documents as required. 

• Provide administrative support for Academy events and activities as directed. 

• Undertake other duties appropriate to the grade and nature of the post. 

 

Safeguarding Responsibilities 

• Promote and safeguard the welfare of children and young people. 

• Follow Academy safeguarding and child protection procedures at all times. 

• Maintain confidentiality when handling student and family information. 

• Report safeguarding concerns immediately in accordance with Academy 
procedures. 

• Complete safeguarding and other mandatory training as required. 

 

To attend whole staff events and year specific events as and when they occur. These may 
include parent consultation evenings, parent information evenings and any other such 
events on the school calendar. 
 
Contribute to the training and support of new staff for the duration of their training 
period. 
 
This job role profile describes the principal duties of the post. It is not intended to be an 
exhaustive list, and reasonable duties appropriate to the grade may be allocated 
following discussion with the postholder. 



 

 

Person Specification 

 
Knowledge and Skills 

 

Desirable: 

• Knowledge of Arbor or a similar school Management Information System. 

• Basic understanding of school attendance administration. 

• Experience working in a school or educational setting. 

• Experience supporting attendance, reception or student services. 

• Experience managing a busy reception or shared inbox. 

 

Essential: 

• RWBA and GDPR training 

• Ability to remain calm under pressure. 

• Excellent personal skills 

• Ability to plan and manage own workload. 

• Excellent organisational skills 

• Good IT skills, Must be able to use MS Excel, MS Word  

• Advance knowledge and skills in the specialist area of dealing with students with 
SEN, EBD and social emotional and mental health behaviour. 

• Experience of providing administrative or customer service support. 

• Experience of accurate data entry and record keeping. 

• Good administrative and organisational skills. 

• Ability to work accurately and pay attention to detail. 

• Ability to communicate effectively with students, parents, carers and staff. 

• Ability to follow established procedures and escalate matters appropriately. 

• Ability to prioritise routine tasks and work as part of a team. 

• Professional, approachable and helpful manner. 

• Reliable, discreet and able to maintain confidentiality. 

• Calm and courteous when dealing with competing demands. 

• Commitment to safeguarding and the Academy’s values. 
 










