ACHIEVING SUCCESS TOGETHER
[bookmark: _Hlk214970764]JOB DESCRIPTION Attendance and Admin Assistant    
		
	Job Title: 
Attendance and Admin Assistant    
	Grade: 
HC5


	Main Purpose of Job:

To monitor and report on whole-school attendance data, analysing data to identify key areas of concern. 

To work closely with students, staff, parents and carers to reduce levels of absence, and act appropriately when persistent absence becomes a safeguarding issue. 

To supporting the administrative processes within the school and act as the initial point of contact for parents/carers, visitors and other stakeholders. 


	Main Responsibilities:
 
Attendance Administration

· Maintain and monitor an accurate record of pupil attendance, producing reports as necessary 
· Monitor the absence and/or late arrival of students and contact parents/carers to identify reasons for non-attendance, ensuring all safeguarding procedures are followed 
· Follow up on any unexplained absences with parents/carers, escalating issues as appropriate in line with school procedures
· Initiate and oversee the administration of absence procedures, for example letters home and engagement with the local authority/other external agencies in conjunction with school leaders
· Manage the process of issuing penalty notices to parents 
· Maintain accurate records of communications with parents/carers and relevant interventions 
· Build positive relations with parents/carers to encourage family involvement in their child’s attendance
· Carry out home visits, where necessary, in conjunction with the Pastoral team to address attendance concerns for individual students 

Monitoring and Reporting on Attendance 

· Build strong relationships and work jointly with families, listening to and understanding barriers to attendance and working alongside other school staff to work in partnership with families to remove them.
· Produce attendance reports for school leaders, identifying key statistics, reasons for absence and any patterns of concern  
· Track attendance of vulnerable groups of students and share information with school leaders
· Identify students that need additional support to improve their attendance 
· Implement children missing education (CME) procedures when appropriate 
· Raise awareness of emerging at-risk students 
· Work collaboratively with other schools in the area, local authorities, and other partners where a pupil’s absence is at risk of becoming persistent or severe.

General Administration

· Carry out filing, printing and photocopying, resolving any issues as necessary 
· Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times
· Write and send email responses that are professional and uphold the school’s vision and values   
· Update and distribute online and offline communications (e.g. letters, newsletters, social media posts, etc.) to parents, staff and other stakeholders as required 
· Order, monitor and manage stock, ensuring best value following the school’s purchasing processes
· Provide administrative support to staff as needed 
· Update manual and computerised record/information systems
· Deal with telephone and face-to-face enquiries efficiently and in a professional and supportive manner 
· Seek support from other colleagues where necessary to respond to complex enquiries 
· Respond to messages promptly and accurately, passing on information to relevant staff members as necessary 
· Assist staff and students with the information and support they need

Safeguarding
· Control access to the school in line with the school’s safeguarding procedures, including signing in visitors, checking identification as necessary, issuing passes and notifying them of safeguarding and safety procedures 
· Be alert to unknown individuals on the school premises and report any concerns in line with the school’s procedures 
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies and working in line with statutory guidance Working Together to Improve School Attendance
· Be alert to when persistent absence becomes a safeguarding concern and early help may be required and escalate any safeguarding concerns following the correct safeguarding procedures
· Work with the designated safeguarding lead (DSL) to promote the best interests of students, including sharing concerns where necessary
· Promote the safeguarding of all students in the school

Professional development

· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
· Take part in the school’s appraisal procedures




	Other information:
· Disclosure type:  Enhanced.


	General information:

The post holder will be required to comply with KAT’s policies and procedures. 
The post holder will promote Kingstone Academy Trust’s Health and Safety at work policies and ensure that these are implemented effectively within his/her areas of responsibility.
This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of the organisation.
Other activities commensurate with this Job Description may from time to time be undertaken by the post holder.
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PERSON SPECIFICATION Attendance and Admin Assistant    

	
	

	Qualifications 
and training
	GCSE English and Maths (or equivalent)
First aid training (or willingness to complete it is desirable)


	Experience

	Experience working in a school environment or other educational setting
Experience working directly with students and parents 
Experience working collaboratively with colleagues 
Experience analysing data and producing reports 
Carrying out administrative tasks 
Dealing with face-to-face and telephone interactions 
Working and collaborating within a team  


	Skills and knowledge


	Effective written and verbal communication skills
Knowledge of the potential barriers to high attendance that students may face 
Ability to use MIS systems, and to produce reports 
Ability to use IT packages including word processing and spreadsheets 
Ability to create good relationships with students, staff and parents 
Ability to respond quickly and effectively to issues that arise
Ability to plan, organise and prioritise effectively to meet deadlines
Ability to use own initiative and take action accordingly 
Excellent attention to detail 
Ability to use relevant office equipment effectively 
Understanding of data protection and confidentiality 
Understanding of safeguarding


	Personal qualities
	Commitment to upholding and promoting the ethos and values of the school and getting the best outcomes for all students
Organised, proactive and self-motivated
Good time management skills and the ability to work flexibility
Committed to safeguarding, equality, diversity and inclusion
The ability to deal with difficult situations effectively and professionally
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