
 

 

INFORMATION FOR APPLICANTS: 

ATTENDANCE OFFICER   



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ATTENDANCE 
OFFICER 

How to apply for the role: 
Application is by completed application form via my new term, just click on the link on our website or click on 
the QR code above. 

Closing Date – Friday 10th July 2026 at 9.00am 
 

We are seeking to appoint a dedicated, proactive, and resilient Attendance Officer to play a key role in 
promoting excellent attendance and punctuality across the school. The successful candidate will lead on 
attendance procedures, implement effective whole-school systems, and manage individual student casework 
to ensure all pupils are supported to attend regularly and achieve their full potential. 

The Attendance Officer will work closely with students, families, staff, and external agencies to identify and 
overcome barriers to attendance, with a particular focus on supporting vulnerable students. You will be 
responsible for monitoring and analysing attendance data, identifying trends and areas of concern, and taking 
timely action to improve outcomes. 

This role requires excellent communication and organisational skills, alongside the ability to build positive and 
professional relationships with students, parents/carers, colleagues, and external partners. The successful 
candidate will be compassionate, solution-focused, and committed to making a positive difference to the lives 
of young people. 

If you are passionate about supporting students and want to contribute to a caring and ambitious school 
community, we would love to hear from you. Join us as we continue to strengthen and develop our school 
community. 

“We believe in the welfare and safeguarding of all children and expect all staff to share this commitment.” 

Required from September 2026 

37 hours per week, term time only plus 5 INSET training days 

NJC Level 4a points 11–15 

£24,503 – £26,141 per annum, actual salary 
(£28,142 – £30,024 pro rata) 

These figures are subject to the NJC pay award 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Posts working with either children and/or 
vulnerable adults will be subject to the 
disclosure of criminal records, the 
successful applicant will be required to 
undertake an enhanced DBS check. 

 
Sandy Secondary School have decided 
to carry out online searches for 
shortlisted candidates as part of due 
diligence in our recruitment process, (as 
per KCSIE, paragraph 220).   
 
The searches are conducted by a 
member of our staff and recorded in line 
with our recruitment and appointment 
protocols and procedures.  
  
The process will be consistent, 
transparent, and fair and reflected within 
the Safer recruitment policy.  
 
At Sandy Secondary School, 
safeguarding is our top priority. We 
encourage all applicants to review our 
Safeguarding and Child Protection 
Policy, which outlines our commitment to 
the safety and wellbeing of students. You 
can find the policy here. 
 

https://www.sandysecondaryschool.co.uk/wp-content/Pages/safeguarding/Documents/Safeguarding-and-Child-Protection-Policy-SSS-2024-2025.pdf


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Essential Desirable 

Education - Qualifications 

• GCSE English & Maths at grades A*-C or equivalent  • A Levels 

• Business administration qualification 
Experience and background 

• Previous experience of working in an educational setting 
• Experience of working in an environment involving face to face 

contact. 
• Experience of working efficiently to tight deadlines. 

• Experience of dealing with confidential and sensitive data. 

• Experience in an administrative role within an 
educational establishment. 

• Experience working as an attendance officer. 
• Experience of SIMS and undertaking data input. 

• Experience of working with young people. 
Skills/Knowledge/Aptitude 

• Excellent ICT skills, including Excel. 
• Excellent accuracy and attention to detail. 
• Ability to interpret solutions, anticipate problems and to pro-

actively resolve issues on a day to day basis. 
• Ability to prioritise competing demands and to meet 

deadlines. 
• The ability to take quick and effective action. 
• Ability to maintain confidentiality. 
• Ability to work with autonomy and to act on own initiative but 

also work constructively as part of a team. 
• The ability to liaise positively with staff, students and 

parents/carers in a friendly and professional manner.  
• The ability and motivation to develop systems and procedures 

and to constantly improve own practice.  

• Commitment to promoting the overall ethos and values of the 
School.  

• Working knowledge of education legislation and 
statutory guidance covering attendance 

• Knowledge of data protection issues. 
 

 

 

 

 

 

Professional Attributes 

• Excellent interpersonal skills and good telephone manner. 
• Excellent organisational and time management skills. 

 

Personal attributes 

• Confident outgoing personality. 
• The ability to be flexible and positive, demonstrating a “can-

do” attitude. 

 

Motivation 

• Commitment to self-development and willingness to 
undertake further training 

• Commitment to raising educational achievement. 

 

Other 

• Enhanced DBS disclosure will be required on appointment 
• Ability and willingness to work additional hours when required. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SALARY:    NJC Level 4a 

HOURS OF WORK:   37 hours per week term time only 

Monday – Thursday - 8.00am – 4.00pm (30 minutes lunch) 

Friday – 8.00am – 3.30pm (30 minutes lunch) 

JOB PURPOSE: 

• To contribute to raising achievement by improving school attendance 

• To provide a specialist service to assist the school in meeting their obligations and targets in relation to 
school attendance, including persistent absence. 

• To promote positive attitudes by students and families towards education and to ensure that parents are 
made fully aware of their statutory responsibilities. 

• To make unsupervised contact with families in their own homes and elsewhere to assess the reasons 
impacting on the attendance of individual students, facilitating their return or access to regular full time 
education provision. 

 

MAIN DUTIES AND RESPONSIBILITIES 

• The administration of all student attendance data including data entry and managing appropriate records. 

• Oversight of first day absence texts and calls. 

• Production of weekly and half termly reports for school staff and for the senior team and governors as 
required. 

• Work closely with the other Attendance Officer to discuss individual students and attendance trends. 

• Weekly meetings with Executive Principal, Head of School and Behaviour and Attendance Manager 

• Liaison with the LA Attendance Officer, including regular meetings to review data. 

• Production and issue of trigger letters including penalty notices and referrals to the LA. 

• Organise and run efficiently the late procedure; manage late arrivals to school, issuing detentions for them, 
analysing data and ensuring appropriate interventions.  

• Ensure that school registration systems are correctly administered and report on the quality of registers. 

• Work with new and supply staff to ensure that the school system of registration is adhered to. 

• Advise the school on strategies to promote the regular and punctual attendance of all students and assist 
with the implementation of the strategies. 

• Meet with school staff, students and parents to identify individual problems and possible solutions, 
establishing the reason for non-attendance, make assessments and agree a plan for facilitating a return to 
school, using appropriate strategies within specified timescales. 

• Initiate appropriate legal action with LA to ensure the school is carrying out its statutory responsibility in 
respect of students’ attendance. This will include preparing statements, attending and presenting evidence or 
requesting the issuing of penalty notice fines or other legal sanctions and completion of Early Help 
Assessment (EHA) referrals. 

• Be fully aware of and carry out all work in line with Child Protection Procedures, in liaison with the Child 
Protection Officer. 

• Liaise and work with relevant external agencies including Access and Inclusion Team. 



 

 

 

 

 

 

[INSERT JOB TITLE] 

• Keep clear and concise records of all consultations and to write any other reports i.e. annual action 
plan and summaries, as required for the school. 

• Use IT systems to produce reports, often to tight timescales, using word processing and record 
information including statistical data, providing reports to senior managers and other professionals. 

• Produce a weekly summary of attendance data for the House Leaders and form tutors  

• Manage and prioritise workload in line with service requirements. 

• Acquire and maintain a working knowledge of the statutory framework relating to school attendance, child 
employment, child protection and special needs in order to be able to offer informed advice to parents, school 
staff, governors and others. 

• Support Pastoral and Senior Managers in advising the school on all matters relating to attendance and where 
necessary take the lead role in developing work processes to improve school attendance. 

• Work on initiatives which raise the awareness of school staff, parents and the community on the importance of 
school attendance. 

 
GENERAL REQUIREMENTS 

• Adaptable, imaginative, creative and flexible in approach to the work 

• Self-motivating and the ability to identify your own training needs and a willingness to attend relevant training 
courses or other training 

• Prepared to attend meetings outside of office hours 

• Promote and safeguard the welfare of children, young and vulnerable people that you are responsible for or 
come into contact with. 

• Comply with individual responsibilities, in accordance with the role, for health and safety in the workplace. 

• Ensure that all duties and services provided are in accordance with the School’s 

• Ensure compliance with Data Protection regulations at all times. 

• The duties above are neither exclusive nor exhaustive and the post holder may be required by the Principal to 
carry out appropriate duties within the context of the job, skills and grade. 

 

‘We believe in the welfare and safeguarding of all children and expect ALL staff 
to share the same view’ 

 
 


