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         AES Job Description – Professional Support Staff
	Name: 
	Team: Achievement


	Post : Attendance Officer 
	Band: 2 - mid


	Date appointed to post: 
	Date appointed to school: 


	Senior Line Manager:  AHT Achievement

	Immigration Status: 

	Line Management Responsibilities:  None


	Hours: 25 hours




	Line Manager:
	Lead Pastoral Manager KS4


	JOB PURPOSE:
To ensure that all children attend school regularly across all year groups and that persistent absence from school is challenged. Accurate recording and analysing of data and accurate reporting of data to relevant staff, leadership and external agencies. 




	ATTENDANCE & PUNCTUALITY: 

· Take responsibility for the recording of SIMS data in line with the school attendance policy.     
· To administer and monitor lateness or absence to schools and ensure accurate information is recorded on the SIMS system.

· Promote the school’s aims with regard to the Attendance Policy.

· Monitor and help to take appropriate action to improve the attendance of individuals, groups and whole year groups to ensure non-attendance is quickly tackled and challenged.

· Producing attendance letters for students.
· To carry out first day contact procedures and produce daily lists of “missing students” if appropriate.

· To record the messages explaining absence from parents and log these on SIMS.

· To monitor attendance, including undertaking truancy checks and liaise with Senior Staff and produce necessary letters to be sent to parents. In addition, to deal with parent queries relating to attendance issues

· To monitor punctuality and report outcomes, analysing irregularities, trends and patterns in the data and planning appropriate intervention in liaison with the Achievement Team.
· To be responsible for signing in late students in C Block.
· To maintain appropriate related databases and produce statistical data and reports to various parties when required.

· To administer, check and process Leave of Absence forms as deemed appropriate by the Headteachers and ensure this complies with the Leave of Absence policy and legislation. Produce responses to leaves of absence and enter onto system, liaising with the Lead Pastoral Manager or Headteacher as necessary.

· To work with relevant parties to ensure strategies are in place and being implemented to achieve improvements in attendance.

· To monitor all absences and work with relevant parties Form Teachers, Learning Managers, Pastoral Managers and where appropriate, EWO, to ensure that all attendance issues are addressed in consultation with the Achievement Team.
· To ensure that all period 1 registers are completed by the correct time of day Reporting any processes that are not being carried out to the Pastoral Manager and /or Assistant Headteacher.
· Maintaining a stock of paper registers in the event of a Sims failure, assembly, school visits, collapsed classes, fire alarm or serious emergency situations.
· To liaise with Pastoral Mangers and the Achievement Team in sharing good practice including CPD
· Other reasonable duties as required by the line manager or Leadership Team.


	GENERAL:
· Attend relevant training and take responsibility for own development, taking part in the performance management review in discussion with your line manager.

· Attend relevant school meetings.
· To respect confidentiality of all attendance and absence  information at all times

· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy. 

· To understand, promote and act in accordance with  the school’s policy and practice regarding  safeguarding and the welfare of children and young people 

· The duties are neither exclusive nor exhaustive and the post holder may be required by the Headteachers to carry out appropriate, reasonable additional duties, including supporting other Professional Support Staff teams, within the context of the job, skills and grade.

	INTERNATIONAL ETHOS:
· To support and promote the school’s distinctive ethos and curriculum

· To support the school visits programme e.g. taking part in the visits, supporting Globex etc
· Be familiar with the varying needs and characteristics of different faiths and cultures


	ADMINISTRATIVE/CPD:
· To ensure all absence administration is carried out in accordance with the current Absence and Leave of Absence policies and related legislation.
· Undertake any training commensurate with the post.
· Maintain and administer absence and punctuality data.
· Any other reasonable duties as directed by the Lead Pastoral Manager.



AES PERSON SPECIFICATION

Attendance Officer
	Experience


	· Successful recent experience working in a school
· Working effectively as part of a team



	Qualifications


	Essential

· Experience in general administration 

· Educated to NVQ Level 2 or equivalent in English and Mathematics
· Ability to use Sims

· Ability to use IT programs such as Word, Excel, Powerpoint

	Desirable:

·  Previous experience of monitoring attendance 

	Knowledge, Skills & Aptitudes


	· Ability to exchange verbal information clearly and sensitively

· Ability to negotiate effectively to achieve best outcomes

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and children, verbally and in writing

· An ability to motivate, inspire and have high expectations of pupils

· An ability to work calmly under pressure, showing  patience, enthusiasm, resilience, initiative and kindness in adversity

· A strong “can do” attitude

· Understand and comply with procedures and legislation relating to confidentiality
· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance

· Understand and comply  procedures and legislation relating to 
· confidentiality

	
	Personal Development & Welfare: 

· An understanding of Child Protection and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education

	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of  standard IT programs such as Word, Excel and  Powerpoint 

· An awareness of, and commitment to equalities of opportunity and inclusion in education


