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Maternity Cover - Attendance Clerk

Job Description

Grade: Birmingham Council G2 (SCP 3-8)
To provide essential entry-level administrative, clerical, and data-entry support to manage and improve student attendance within our school.  Supporting the office at busy periods.
Job Purpose

The main purpose of the role is to ensure accurate daily attendance registration, act as the first point of contact for pupil absences, and complete general office tasks to support the wider attendance and the Designated Safeguarding Lead/Attendance Champion (DSL/AC).

Key Responsibilities

Attendance Tracking & Data Entry

· Process Registers: Collate and check daily morning and afternoon registration data.

· System Updates: Input absence reasons, late marks, and parent notes into Bromcom, Sol Tracker and CPOMS if necessary.
· Rewards/Awards: to develop award and reward schemes relating to targets for improved attendance.
· Routine Reports: Generate basic statistics, lists, and summaries of unauthorised absences for senior staff or DSL/AC. 
Communication & First-Day Contact

· Absence Calls: Conduct first-day response calls or send SMS notifications to parents and carers regarding unexplained absences.

· Query Handling: Answer routine phone calls and face-to-face enquiries from parents regarding their child's attendance records.
· Discussion: to hold discussions with families, staff and pupils as necessary.
· Standard Letters: Print and distribute routine school attendance letters and standard holiday-in-term-time warnings.

General Administrative Support

· Clerical Tasks: Perform basic office duties including sorting incoming mail, preparing outgoing mail, photocopying, and filing correspondence.

· Reception Coverage: Assist with main reception desk coverage during busy periods, breaks, or staff absences.

Safeguarding & Compliance
· Escalate Concerns: Alert DSL/AC or Senior Leadership Team to patterns of vulnerable pupil absence or potential continued decline in absence.
· Home Visits: Attend home visits with colleagues when necessary.
· Adhere to Policies: Follow guidelines on Children Missing Education (CME) and standard school safeguarding procedures.

