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Upton Hall School, FCJ

JOB DESCRIPTION

Attendance and Clerical Administrator
Responsible to the Business Manager, the holder of this post will be part of a team providing support throughout the school. To achieve this, a flexible approach to all areas of work is required. The hours of work are Monday to Thursday 8.15am – 4.30pm, 
Friday 8.15am – 4.15pm (41 week contract)
 Salary Point 14
 Within the context of the School’s Mission Statement and Aims and Objectives to include the following responsibilities:

1. Attendance  

· Retrieving calls for all pupils from the absence line and entering the information into SIMS

· Monitoring Pupils’ Attendance
· Preparing attendance reports for Head  of Progress, Heads of Year and Leadership Team

· Submitting data to truancy call

2. Distribution of post, daily both internal and external

3. Photocopying departmental resources 
4. Ensuring stocks of Staff Forms are maintained in pigeon holes

5. Reception duty as required
6. Administer First Aid 
7. Other duties as reasonably directed by the Headmistress or the Business Manager.
8. Other Duties
· Whilst every effort has been made to explain the duties and responsibilities of the post each individual task undertaken may not be identified.

· Staff are expected to comply with any reasonable request from the Headteacher to undertake work of a similar level that is not specified in this job description.

· The school will endeavour to make the necessary adjustments to the job and working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

· All staff at Upton Hall School, teaching and support, have a crucial role to play in setting standards. Through a professional, caring and sensitive approach based on mutual respect, we achieve a great deal. In particular, we expect all staff to be committed to our FCJ ethos as we encourage our pupils to use their talents and gifts in the service of others.

