JOB DESCRIPTION
POST TITLE: 		Attendance Officer, term time 39 weeks, full time 20 hours per week
SALARY [Actual]:	NJC Scale 6 – points 18-20,  £17,165 - £18,105pa
DIRECTORATE: 	Education				
NAME OF SCHOOL: 	Olga Primary School
RESPONSIBLE TO: 	Attendance Lead/SBM

1. General Duties
a. Admin & SIMS mailbox checking
b. To use SIMS to undertake register admin & maintain MIS data.
c. To support with pupil absence calls.
d. To implement a safe visitor management protocol, ensuring InVentry is used to log attendance of every person in the school building.
e. To use the SIMS SMS & email system to contact parents when necessary to deliver messages.
f. Directing telephone calls and taking messages for forwarding.
g. Deal with frontline enquiries from staff, parents, children and visitors either by telephone, email or in person in a sensitive manner, passing on messages, and to arrange refreshments for visitors when requested.
h. Photocopying, forwarding post and documentation to parents, staff, governors and other agencies.
i. To answer the school phone line between 8am & 5pm on Mon, Tue, Wed & Fri and 8am-4:45pm on Thu.
j. Joint responsibility for maintaining tidy office area.
k. To undertake any other reasonable request by your line manager commensurate with the post, including covering absences in the main office.
2. Attendance and Punctuality Officer
a. Use SIMS/Discover to track attendance and punctuality and generate reports for SLT, Attendance Lead and AWA.
b. Ensure all registers on SIMS are up-to-date after each session and are correctly coded,  and prepare evacuation registers, including an evacuation report from InVentry as and when required.
c. To monitor attendance and punctuality data, and share information in weekly attendance team meetings, highlighting families for whom attendance and / or punctuality is an issue.
d. Use InVentry for tracking late pupils.
e. Monitor registers, looking for patterns of absence.
f. Produce daily summary report of children who are absent without reason so that the Attendance and Safeguarding Lead can plan where home visits can be carried out.  g.       Record reasons for absence following phone calls, text messages and letters.
g. Work with the Attendance Lead and AWA to ensure attendance evidence is available for meetings and legal action. 
h. Produce half termly reports for attendance and punctuality meetings and make relevant arrangements for these to take place.
i. Provide attendance and punctuality data for class teachers to share with parents and carers at Parent Conference meetings and for annual reports to parents.
j. Generate attendance reports, including periodic analysis, by gender, ethnicity, PP(FSM), SEND etc.
k. Support SLT with rewards and achievement administration, including use of any apps, such as, SIMS Behaviour module.
l. Maintain and produce PA returns and attendance returns.
m. Accompany Safeguarding and Attendance Lead / SLT with home visits if and when required.
3 .Parent Conferences
a.       To use School Cloud to book appointments for all parents meetings.
b.       To support parents with bookings and using online meetings where required.
c.    Support staff with using School Cloud.

4.Statutory pupil data and pupil census
a. Ensure all termly pupil census uploads are prepared and uploaded accurately to Collect/DfE and on time.
b. Use only secure methods of pupil data transfer.
c. Set-up, deploy and manage markbooks and statutory data collection fields in SIMS.
d. Ensure all pupil data on SIMS is up-to-date.
 5. Communication, confidentiality and Safety
a. Maintain strict confidentiality at all times.
b. Use phone, email and text messaging to ensure effective communication with parents and staff.
c. Ensure Inventry is used to log attendance of every person in the school building.
d. Be aware of child safety and safeguarding.
e. Be willing to undertake training as appropriate.

EQUAL OPPORTUNITY
The post holder will be expected to carry out all duties in the context of and in compliance with the School’s Equal Opportunities Policies. 
CHILD PROTECTION
To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the School.
CONDITIONS OF SERVICE 
Because of the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as amended. Candidates are required to give details of any convictions on their application form and are expected to disclose such information at the appointed interview. 
Because this post allows substantial access to children, candidates are required to comply with procedures in relation to Police checks. 

Signed	__________________________________________  Date  _____________
Postholder (PRINT NAME & SIGN)





	Person Specification

	Job title:
	Admin Officer Scale 6

	Directorate: 
	Education

	Establishment or team:
	Olga Primary School

	
	
	

	Qualifications 
	4 GCSEs or equivalent Grade A* – C or equivalent, to include Maths and English


	Professional Experience
	Experience of working within a school office 
Experience of working on MIS systems
Experience of working with different stakeholders

	Knowledge

	Knowledge of MIS systems
Knowledge of school administration practices and procedures
An understanding of safeguarding issues relating to children and other stakeholders
Knowledge and awareness of the importance of confidentiality and data protection 
An understanding of the ethos of a school

	Skills / attributes
	Ability to fulfil reception duties including; 
· a polite professional telephone manner
· ability to take and relay accurate messages
· providing a first point of contact service for pupils, parents/guardians, visitors, staff and other outside agencies
Ability to undertake a range of office administration, accurately and efficiently including data entry skills
Excellent communication skills, both verbal and written to pupils, parents/guardians, visitors, staff and other outside agencies
Able to identify, the needs of the school office, including the extended services within school
Excellent organisational skills
Ability to prioritise workload and to work to, and to meet, deadlines
Ability to problem solve 
Ability to work accurately under pressure in a very busy environment
Ability to work using own initiative and as part of a team 
Ability to work in partnership with all staff, teaching and support, governors and parents with resilience and enthusiasm

	Personal 
	Good timekeeping 
Excellent health and attendance record
Discreet & confidential whilst remaining professional, tactful & sensitive
Warm and approachable manner with good inter-personal skills
Sets high standards and expectations for self
Flexibility attitude to work including;
· working hours, 
· demands and changes in the role 
· willingness to be involved in the school
Smart professional appearance
Total honesty, integrity, and reliability 
Energy, enthusiasm, adaptability and a good sense of humour

	Training
	Evidence of recent and relevant training
Willing to undertake training in school based computer systems as necessary

	Other
	Commitment to Safeguarding and protecting the welfare of children and young people
Commitment to Health and Safety
Commitment to Equality and Diversity
Commitment to attendance at work




