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JOB DESCRIPTION

Post Title:

Attendance / Admissions Administrator
School:


Birchensale Middle School
Salary Scale:

Scale 4 (pts 7-11)
Hours:


37 hours per week, TTO plus 10 days 
MAIN PURPOSE OF THE POST
To monitor and report on whole-school attendance data, analysing data to identify key areas of concern. To work closely with pupils, staff, parents and careers to reduce levels of absence, and act appropriately when persistent absence becomes a safeguarding issue. To oversee, monitor and administer the admissions register in liaison with the local authority.

DUTIES AND RESPONSIBILITIES 

Administration 

· Ensure daily attendance registers are accurate and complete and follow up with staff members about any incomplete data.  

· 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, attendance clinics and engagement with local authorities/other external agencies and partners. 

· Manage attendance returns for the School Census.

· Manage the process of issuing penalty notices to parents. 

· Maintain accurate records of communications with parents/carers and relevant interventions.

· Build and refresh knowledge of the school’s MIS and other relevant systems. 

Monitoring and reporting 

· Produce and interpret attendance reports for school leaders, identifying key statistics, reasons for absence and any patterns of concern.

· Track attendance of vulnerable groups of pupils and share information with school leaders.

· Identify pupils that need additional support to improve their attendance. 

· Work with school leaders to identify appropriate interventions to improve attendance for particular groups or individual pupils. 

· Lead daily or weekly check-ins to review progress and the impact of support/interventions. 

· Work with school leaders to develop and revise the school’s attendance policy. 

· Implement children missing education (CME) procedures when appropriate. 

· Provide regular reports to attendance organisations to raise awareness of emerging at-risk pupils. 

Working with parents/carers 

· Co-ordinate meetings with pupils and parents/carers to implement interventions and track progress. 

· Build positive relations with parents/carers to encourage family involvement in their child’s attendance.
· Identify, and where possible, mitigate potential barriers to attendance in partnership with families.  
· Carry out home visits, where necessary, to address attendance concerns for individual pupils. 

Admissions 

· To process admissions, download and completed the required administration in preparation for the pupil starting school. 

· To complete the required admission documents with families ensuring the mandatory evidence are obtained.

· Too ensure the onboarding and off-rolling process of new starters and leavers to the school roll.

· Work with the local authority to ensure clarity of process and transparency. 

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 AREAS OF RESPONSIBILITY

Safeguarding 

· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies.

· Be alert to when persistent absence becomes a safeguarding concern and early help may be required.

· Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary.

· Promote the safeguarding of all pupils in the school.

General

· To undertake any reasonable request from the Headteacher, School Operations Officer and other members of the Senior Leadership Team.

· Commitment to the safeguarding and welfare of all pupils. 

· Ensure that all school matters are handled with sensitivity to confidentiality, particularly with regards to GDPR. 

· Contribute to the overall ethos/work/aims of the academy. 

· To be aware of and comply with academy policy and procedures. 

· From time to time the school office may be required to work beyond usual hours, for example during parents’ evening – flexibility is required by office staff to help accommodate the smooth running of these events and administration of the school.

GENERAL

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training. 
· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.  
· To undertake health and safety duties commensurate with the post and/or as detailed in the Directorate’s Health and Safety Policy. 
The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of duties or level of responsibility entailed.
CONTACTS

In all contacts the post holder will be required to present a good image of the school, deal with people in a professional manner and maintain constructive relationships.

Internal:
Staff colleagues



Students

External:
Parents



External agencies

EQUAL OPPORTUNITIES POLICY
The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the School’s Equal Opportunities Policy.

Promote equal opportunities in all aspects of responsibility according to the MAT’s aims and objectives.

NOTES:
In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work of the MAT will include the following:

· To play a positive role in the life of school community;

· To maintain a high standard of discipline, appearance, punctuality and commitment in all areas;

· To promote parental and community involvement in the life and work of school;

· In all contacts the post holder will be required to present a good image of the school/MAT as well as maintaining constructive relationships;

· Bordesley MAT is committed to the safeguarding of young people and an enhanced DBS disclosure and other Safer Recruitment checks are required for this position.
· The MAT reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.
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