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Attendance Assistant (Part-time 25 hours per week)

Ark Dickens Primary Academy - www.arkdickensprimary.org
Join a dedicated team of staff at Ark Dickens Primary Academy. 
Do you have a passion for working with children in a school environment? Do you want to join a fast growing organisation with excellent opportunities for development and professional growth? 
Ark Dickens Primary Academy in Portsmouth is a two-form entry primary academy, which became part of the Ark network in September 2014. 

We are looking to recruit a 1 x Attendance Assistant to join a committed team of ambitious staff who will support pupils, and the school to establish a supportive and nurturing learning environment in which all children can thrive.

Ideal candidates will:
· have experience of liaising with internal and external stakeholders and working in a high pressure environment
· have experience of running effective administrative and clerical support, ideally within a school environment 

· have excellent administrative and organisational skills

· be enthusiastic and have a flexible approach to work

· be committed to Ark’s ethos of high expectations and no excuses

· have the resolve to make a real difference to the lives of pupils.

By joining Ark Dickens Primary Academy and the wider Ark team, you will have the opportunity to work with great colleagues, and to develop your career through our professional development programme. You will be encouraged to become a reflective and open practitioner.

Please take a look at our website to find out more about the school www.arkdickensprimary.org.   Visits to the school are encouraged.  Please contact Angie Green, Operations Manager on 023 92826514 to confirm a visit or to discuss the role further. To apply, please go to: https://goo.gl/g2ccuw
Deadline: 

11am on Tuesday 25th July, 2017
Interview date: 
w/c 7th August 2017 
Contract:

One year fixed term contract 

Start date:

4th September 2017
Salary: 

Ark Support Staff Scale Band 4 £15,514 - £18,070 pro-rata

                                         (Actual salary - £09, 463.04 - £11, 022.12)
Hours: 

25 hours per week, Term time only (40 weeks per year)

Ark Dickens is committed to safeguarding children; successful candidates will be subject to an enhanced Disclosure and Barring Service check.
Applications will be reviewed on a rolling basis, early application is encouraged
Job Description: Attendance Assistant
· Reports to: Operations Manager

· Salary: Ark Support Scale 4 (£15,514 - £18,070)
· Hours: 25 hours per week, Term time only ( Fixed term contract for 1 year) 
Purpose of Role 
To ensure all the administrative aspects of attendance are well managed, to establish/follow best practice procedures and to promote positive attitudes towards attendance within the academy and wider school community.
Key Responsibilities 

Active promotion/improvement of attendance amongst pupils, staff and parents
· Collate, monitor, evaluate and update attendance data – including analysis of trends.
· Encourage good practice in the completion of registers and actively follow up on uncompleted lesson registers.
· Maintain good working relations with parents, colleagues and external agencies.
· Provide support in ensuring registers are taken accurately by staff.
· To ensure there is always back-up Fire Registers available in the event of Fire or power failure.
· Communicate attendance expectations to parents, including by letter, by phone and face to face.
· Maintain good relationships with pupils and work face to face with them to improve attendance.
Administration of attendance information and data

· Provide a full range of admin support including typing, copying, recording, filing and classification of materials.

· Receive and log reasons for absence including chasing unauthorised absences.

· Maintain attendance data and ensure it is accurate at all times.

· Handle telephone calls with sensitivity and confidence, using initiative as required.

· Ensure the recording of attendance data and reasons for absence.

Reporting and communications
· Work on the academy MIS system, running appropriate reports.
· Follow up missing registers and feedback concerns to line manager.
· Contribute to the preparation of information, reports and analysis for presentation to SLT, governors and external agencies.

· Liaise closely with relevant senior leaders responsible for attendance.
· Adhere to Ark Dickens Academy, Ark Schools and DfE guidance on attendance.

General

· To be a proactive member of the Administrative Team, assisting other team members as and when necessary including printing/collation and distribution of reports and other whole school mailings

· To assist with pupil enquiries.

· To provide cover for reception, in conjunction with other Administrative staff, as and when required.

· To undertake training and development in relation to the position of Attendance Officer as and when necessary.
· To help/ensure the office remains tidy and is a safe working environment.
· Any other duties commensurate with the general level of responsibility of the Attendance Officer.
Other
· To be aware of and support difference and ensure equal opportunities for all.

· To contribute to the overall ethos, work and aims of the academy.

· To develop constructive relationship/s and communicate with other agencies or professionals, sharing expertise where required.

· To undertake training and development relevant to the post and in line with the Academy’s developing profile.

· To have an understanding of health and safety practice and promote this around the school.
· Implement school policies and practices with due regard to safeguarding, equal opportunities, health and safety and the welfare and learning of the pupils.
· Be aware of and comply with policies and procedures relating to security, confidentiality and data protection; reporting all concerns to an appropriate person.
· Attend all relevant and appropriate meeting as documented on the school calendar.
· To be responsible as part of the academy staff for promoting and safeguarding the welfare of children and young persons.
· To undertake any other duties as directed by the Operations Manager or Principal.
Person Specification: Attendance Assistant

Qualifications

· Right to work in UK

· GCSE Maths and English (Grade C or above)

Experience and Knowledge

· Experience of liaising with internal and external stakeholders and working in a high pressure environment
· Experience of running effective administrative and clerical support, ideally within a school environment 

· Experience working with Tucasi (desirable)
· Excellent administrative and organisational skills

· Experience of data entry into databases and other IT systems

· Competent user of Microsoft Office and confident to learn and use new technologies.

· A clear understanding of the Data Protection Act and the implications that it has for managing Academy data

· Experience of working within challenging communities ( desirable)
· Awareness and understanding of best practice to ensure safeguarding and child protection.

Competencies
Working with people

· Listens well, communicates clearly and fluently 

· Maintains confidentiality and discretion 

· Adapts to the team and helps to build team spirit 

· Relates well to people at all levels.

Coping with pressure and setbacks

· Works productively in a high pressure environment 

· Maintains a positive outlook at work .

Adapting and responding to change

· Adapts to changing circumstances

· Rapidly learns new tasks and quickly commits information to memory.

Organising and executing

· Focuses on customer needs and satisfaction

· Sets high standards for quality, quantity and accuracy

· Works in a systematic, methodical and orderly way

· Follows procedures and policies

· Manages time effectively.
Enterprising and performing

·   Accepts and tackles goals with enthusiasm

·   Uses technology to achieve work objectives.

Other
· Upholds ethics and values, demonstrates integrity and promotes and defends equal opportunities.
· Commitment to the safeguarding and welfare of all pupils

· This post is subject to an enhanced Disclosure and Barred Service check.
Ark is committed to safeguarding and promoting the welfare of children and young people in our academies.  In order to meet this responsibility, we follow a rigorous selection process. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check.
