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Attendance & Admissions Officer  
‘Love, Learn, Grow’

St Joseph’s is a two-form entry Catholic school with a drive for continued improvement, a creative and inclusive curriculum and fantastic teachers and children.
Are you highly organised, detail-oriented, and passionate about supporting education?  We are seeking an Admissions & Attendance Officer to join our team.
In this role, you will:
· Manage pupil admissions and liaise with parents, staff, and the local authority.
· Lead on attendance monitoring, report data to the Senior Leadership team and ensure compliance with school policies.
· Support parental engagement through managing Parent Evening booking systems.
· Support with administration within a busy school office environment.
· Provide financial support, using established systems and liaising with our Academy account manager, including processing orders and managing the receipt of goods to ensure accurate records and compliance with financial procedures.
What we’re looking for:
· Strong administrative and organisational skills.
· Excellent communication and IT proficiency.
· Attention to detail and accuracy.
· Familiarity with school MIS systems and data protection regulations.
· Ability to work independently and as part of a team.
· Experience in a school setting (desirable).
Contract Type/Working Hours
[bookmark: _GoBack]Full time (38 weeks per annum) term time only.  Salary range: Bucks Pay Point 11 to 16 (£25,625 - £28,129)
How to Apply:
Applications via MyNewTerm. For more information visit St Joseph's Catholic School  
Visits to the school are warmly encouraged; please contact Maria Morris to arrange an appointment and for more information about the post on
 office@stjosephschalfont.school or by telephoning 01753 887743.

St Joseph’s Catholic School is committed to safeguarding children and promoting the welfare of children and expects all staff and volunteers to share this commitment. An enhanced DBS and qualifications check will be carried out upon appointment of the successful candidate.

Closing date:  Friday, 9th January 2026 – Interviews: 15th January 2026
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