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	JOB PROFILE

	Job Title:
	Attendance Officer
	School/Department:
	Harrogate Grammar School

	Salary Grade:
	Band 7 
	Working Hours:
	37 Hours per week as below
8.00am to 4.00pm:
Monday to Thursday
8.00am to 3.30pm:
Friday

	Contract Type:
	Permanent
Term Time Only plus training days
	Location:
	Harrogate

	Responsible to: Deputy Head Teacher

	[bookmark: _Hlk115434486]Role summary:
Working within Pastoral Services with a primary focus on daily student attendance administration and routines. The role involves the accurate and timely recording of attendance through interaction with parents, staff and students. You will also manage and respond to accurate data, producing reports and statistical information as required. This is a very important role in achieving our ambitious aim of 97 per cent attendance across the school. The role will also include general administration and assistance with other duties at times of high workload.

Red Kite Learning Trust is committed to safeguarding and promoting the welfare of students and expects all colleagues and volunteers to share this commitment.

	Special conditions of service:
No smoking policy, including e-cigarettes.
Occasional requirement to work outside of school hours and off school premises

	Role specific responsibilities:
· Daily and periodic routines associated with Arbor pupil attendance and punctuality
· Monitor and analyse attendance and punctuality data and follow up and pupil absences
· Check and ensure accurate recording of register marks daily, follow up with staff
· Monitoring, evaluating and reviewing administrative procedures relevant to managing attendance
· Investigate absences
· Develop and implement attendance improvement plans
· Working with pastoral staff to monitor lesson and daily attendance 
· Create and develop reports for SLT/the attendance lead to identify trends and groups of concern
· Communicate with staff, parents and external agencies around attendance concerns including sending out letters or meeting where appropriate
· Promote timely and effective communication about absences 
· To cover agreed duties of colleagues at times of high workload and absence
RK People responsibilities:
· Contribute to the overall aims and values of our Trust, appreciate and support the roles of other members of the wider team and attend and participate in relevant meetings as required
· Comply with all Trust policies and procedures including child protection, health, safety, welfare, security, confidentiality and data protection, reporting any concerns to the appropriate person
· Contribute to ensuring safeguarding procedures are in place and used effectively at all times
The role holder must demonstrate a flexible approach to the delivery of the role.  Consequently, the role holder may be required to perform work not specifically identified in the job profile but which is in line with the general scope, grade and responsibilities of the role.

	Red Kite Mission, Values & Leadership Expectations
Our Trust Mission
Nurturing ambition, delivering excellence and enriching children’s lives

Our Trust Values
Collaboration:  we pull together to get the best outcomes for every child in every school, working with professional generosity and openness for the common good.  We share joy in our achievements – personal and collective
Integrity:  we put ethical leadership and excellent governance at the heart of our Trust, serving our schools and communities with fairness, honesty and transparency and a hunger for social justice
Respect:  we champion equity, equality and diversity.  We treat our staff, children and families and partners with respect and kindness – modelling our values and wanting the very best for each other

Our Leadership Expectations
Coach your Team:  our leaders use coaching principles to support their teams to be self-aware, grow and work collaboratively
Lead with Respect:  our ethical leaders lead with trust, integrity and show appreciation.  Wellbeing and fairness are shared priorities
Challenge for Excellence:  our leaders challenge themselves and their teams to continually grow in their role and towards their aspirations.  They support an innovative approach where colleagues are encouraged to try new approaches with the aim of improvement


	PEOPLE PROFILE

	Aptitudes and Characteristics
	Essential
	Desirable

	High level numeracy/literacy skills
	E
	

	Communicate effectively with parents, young people and staff at all levels within the school
	E
	

	Relate well to young people
	E
	

	Take initiative and work independently
	E
	

	Work to highest levels of accuracy
	E
	

	[bookmark: _Hlk78541355]Qualifications, Knowledge and Experience
	Essential
	Desirable

	Administration experience within an office environment 
	E
	

	Experience of administering attendance within a school 
	
	D

	Establishes good working relationships with everyone, working collaboratively and providing a positive influence on the team.
	E
	

	Strong ICT knowledge to produce professional reports and use databases
	E
	

	GCSE Maths and English
	E
	

	Safeguarding and Promoting the Welfare of Students
	Essential
	Desirable

	An appropriate motivation to work with children and young people
	E
	

	Ability to maintain appropriate relationships and personal boundaries with children and young people
	E
	

	Emotional resilience in working with challenging behaviours and appropriate attitudes to the use of authority and maintaining discipline
	E
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