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Job Description: Administrator Attendance & Student Support 
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	Title of Post
	Administrator – Attendance & Student Support


	Grade and SCP
	Permanent

	Post Status
	Grade 6 SCP 8-11

	Accountable To
	Administration Manager



Main purpose
· To provide specific support in relation to attendance for all year groups, under the guidance of the Assistant Headteacher, Student Welfare.
· Work alongside key school staff and other agencies in school to reduce levels of absence and promote whole school attendance strategies and to work with students and families to improve levels of attendance for all year groups.
· Under the direction of the Office Supervisor, undertake general admin and clerical duties as required.

Duties and Responsibilities Organisation
· Contribute to raising achievement by improving school attendance
· Provide a professional service to assist the school in meeting its obligations and targets in relation to school attendance.
· Promote positive attitudes by students and families towards education and to ensure that parents are made fully aware of their statutory responsibilities
· Assist with First Aid

Attendance
· To collate, maintain and update attendance data using agreed systems.
· To collate information with regard to the attendance of students who may be experiencing attendance difficulties in order to inform school, other external agencies and parents.
· To ring parents whose children are not attending school as a “first day call”.
· Produce and interpret statistical data relating to attendance patterns of group/cohorts within the school.
· Ensure that school registration systems are correctly administered.
· Provide regular updates for staff, e.g. Senior Leaders and Heads of House
· To be responsible for ensuring that all registration data is supplied to relevant groups of staff/fire officers as required during a fire drill or emergency.
· Be the first contact for all attendance issues in school.
· Process leave of absence requests and liaise with Educational Welfare Officer.
· Collate medical evidence for pupils with poor attendance.
· Manage and prioritise own workload in line with service requirements.
· Use various IT programs to produce reports for senior leaders and other professionals
· Greater emphasis on supporting the pastoral team, particularly students with low attendance
· Acting as a consistent point of contact for students who are regularly late or persistently absent
· Supporting supervision to ensure students are in lessons and reducing corridor presence during lesson time
Administration
· Manage manual and computerised records and information systems
· Analyse and evaluate data/information and produce reports/information/data as required
· Undertake word-processing and complex IT based tasks
· Undertake administration of complex procedures
· Other admin tasks

Professional development
· Help keep knowledge and understanding relevant and up-to-date by reflecting on your own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness;
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 

Other Responsibilities
· Responsibility for safeguarding and promoting the welfare of children.
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and comply with all schools policies and procedures 
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos and aims of the Schools and Trust
· Appreciate and support the role of other professionals
· Attend and participate in relevant meetings, training and learning activities as required 

The postholder may be required to carry out any other duties that are commensurate with the post.  Whilst every effort is made to explain the main duties and responsibilities of the post each individual task undertaken may not be identified.

This job description is subject to review, in negotiation with the post holder at any time. However, an annual review of this job description and allocation of responsibilities will take place as part of agreed performance management arrangements.

Headteacher signature:						Date: 
			         …………………………………….…                   …………………………


Postholder’s signature:					Date:
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	Person Specification – Administrator Attendance & Student Support					[image: ]						  

	Essential
	Desirable

	Qualifications 
	· Good standard level of education
· 5 GCSE’s or equivalent, including English and Maths

	· First Aid qualification
· NVQ level 3 in administration or equivalent

	Work or Relevant Experience: 

	· 2-3 years experience of clerical/administrative work
· Experience of working on own initiative
· Computer/keyboard skills 
· Experience of working in an educational setting or other relevant environment 
· Working as a member of a team
	· Experience of administering and monitoring attendance
· An awareness of legislation linked to school attendance
· Experience of school databases such as Arbor


	Skills/Knowledge 
	· Willingness to participate in training and development opportunities
· Excellent communication skills
· Excellent ICT skills
· Very good numeracy and literacy skills
· Good organisational skills
· Ability to produce and analyse data
· Willingness to participate in training and development opportunities
· Sufficiently fluent in spoken English to ensure effective performance in the role
	

	Personal Attributes
	· Excellent communication skills
· Ability to relate well to children and adults
· Ability to work well as part of a team
· Flexibility and reliability
· Ability to bring to the role, initiative, enthusiasm and commitment 
· Ability to maintain confidentiality
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Special Conditions
	· Sufficiently fluent in spoken English to ensure effective performance in the role
· Able to work at times to meet the needs of the service
· Willingness to undertake an enhanced Disclosure and Barring Service (DBS) check
· Understanding the importance of safeguarding and promoting the welfare of children.
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