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Job Description 

	Role
	Attendance Administrative Assistant
	School/Department
	MER 

	Grade
	Grade 3, SCP 5-6
	Reports to
	Attendance Officer

	Purpose 
	The postholder will be required:
· To provide efficient, effective and confidential administrative support in the school attendance office.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	N/A
	N/A

	Key accountabilities

	Maintains accurate records and compliance in line with Trust policy.
Deliver an efficient service to staff, students and parents to improve attendance.
Upholds safeguarding and inclusion expectations at all times. 

	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	1. To assist the office in carrying out key administrative tasks to a high standard
1. Produce and distribute standard letters via our e-communication system and by post
1. Inputting and managing student data
1. Taking of minutes when required
1. Record keeping and filing
1. Photocopying
1. Completing of local authority forms e.g. FPN, CME
1. Accompany Attendance Officer on home visits as required
1. Contacting parents to request supporting evidence
Any other duties that reasonably fall within the purview of the post which may be allocated after consultation with the post holder.


	Other requirements and responsibilities

	· Enhanced DBS clearance required.






Person Specification 

	
Role 


	Attendance Administrative Assistant
	School/Department 
	MER

	Qualifications, training and education 
	1. NVQ Level 2 or equivalent in English and maths;
1. A good standard of general education, in particular, the ability to write to a high standard of literacy and develop reporting writing skills;
1. A professional qualification relevant to the post such as social work, teaching, youth work or other relevant qualification (desirable, not essential);
1. First aid qualification, or willingness to undertake training.



	Skills and abilities 
	
1. Ability to work within a team environment and also able to work independently;
1. Ability to use MIS/other software packages to support the monitoring of attendance;
1. Proactive in suggesting follow-up actions to EWO/pastoral leaders;
1. Professionalism and excellent customer service to be demonstrated in all dealings with parents and other third parties;
1. Positive behaviour management;
1. Excellent communication and interpersonal skills;
1. A caring and positive attitude sensitive to students’ needs;
1. A sense of responsibility;
1. A good sense of humour;
1. Ability to use own initiative; 
1. Confidentiality at all times;
1. Calm under pressure, adaptable and energetic;
1. Flexible approach to working and commitment to ongoing service and personal development (through self-evaluation and learning from others)



	Requirements specific to the role 
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.

To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required 




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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