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	Attendance Officer 

	Person Specification: Attendance Officer

	
	Essential
	Desirable
	How to be tested

	Qualification criteria:
1. 5 good GSCEs including English and Maths at Grade C or above (or equivalent).
2. Excellent word processing skills – and typing speed at least 45wpm

3. Excellent Microsoft Office or similar skills.

4. Eligible to work in the UK.

5. 
	√

√

√


	√


	Application form & evidence

	Experience:
6. Excellent customer service.

7. High quality administrative support.
8. Working with children or young people and their families.

9. Working in a pressurised environment and meeting deadlines.

10. Working in an attendance and / or Pupil premium capacity at a secondary school.

11. Working with Local Authority and other educational or young person’s support agencies.
	√

√

√

√


	√
√
	Application form 

	Vision and Strategy:
12.  Vision aligned with Altwood CofE School’s high aspirations and high expectations of self, colleagues, students and others.
13. Ideas for how to drive up attendance rates to be “outstanding”, including tackling persistent absence.

14. Awareness of the impact of financial hardship on student progress and achievement.

15. Ideas for strategies and implementations to drive up opportunity and achievement for Pupil Premium students.

16. Understanding of how to, and commitment to, making regular contact with students, families and other agencies.

17. Vision of what makes a successful team.

18. Commitment to an inclusive ethos with regard to attendance, Pupil Premium matters, discipline, interventions and progress.

19. Awareness of the importance of effective policy and consistent implementation, facilitated by high quality and efficient information sharing.
	 √

√

√

√

√

√
	√

√


	Interview

	Behaviours, Skills and Abilities:
20. The ability to enthuse & inspire others and has a ‘can do’ attitude.
21. A commitment to every student making progress and achieving.
22. Excellent listening and communication skills and high levels of emotional intelligence.

23. Strong organisational, prioritisation and time-management skills and ability to work under pressure.

24. Resilience and optimism to lead through day-to-day challenges in a busy school environment.

25. The ability to take personal responsibility, a readiness to reflect and self-evaluate and the ability to change, improve and develop.

26. The ability to work well under pressure and to be decisive.

27. Ability to use IT systems including databases and Microsoft Office products and produce system reports.

28. Ability to pay attention to detail when completing admin tasks.

29. High levels of honesty and integrity, confidence & self-motivation.

30. Ability to file accurately and maintain a filing system.

31. Ability to record and convey accurate messages.

32. Understanding and knowledge of confidentiality.


	√

√

√

√

√

√

√

√

√

√

√

√

√


	
	Interview

	Other:

33. The post holder must be committed to safeguarding the welfare of children.  This post is subject to an enhanced DBS disclosure.


	√


	
	Interview
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	Attendance Officer and Pupil Premium Officer
	
	

	Job Description:   Attendance Officer & Pupil Premium Officer
Line Manager:

Member of Senior Leadership Team
Posts directly supervised:

N/A

Main Purpose of Role:

Through working directly with students and their parents, monitor and improve their attendance and punctuality and monitor interventions to boost achievement and progress.  Monitor and record interventions and impact of them with regard to Pupil Premium students.
Providing high quality, accurate and timely administrative support for attendance and pupil premium reporting.
Conditions of Service:

Reference should be made to the TDA publication National Occupational Standards for Support Staff.

Grade and Salary

Scale 5  Point 12-17  £22,372 to £24,517 (Actual)
Generic Whole School Accountabilities
Achievement and Progress :
· Ensure all students, including those with SEND, make at least good progress across all of the key stages by supporting students in accessing learning activities by providing accurate and relevant information to the teaching staff, the Leadership Team and the Governing Body.
· Ensure variations between the progress made by different groups of students or any areas of underachievement including the variation of groups of students is addressed and the achievement gap is narrowed significantly by providing staff with information they require to both challenge and support the leaders of the school.

Teaching and Learning:

· Promote consistently high expectations of all students and apply whole school policies.

· Promote and generate high levels of enthusiasm for, participation in and commitment to learning amongst all students. 
Behaviour and Safety:

· Develop and promote effective partnerships with Governors, parents, carers, other staff and students so they are highly positive about the school. 

· Ensure student behaviour is managed by applying a systematic, consistent approach to behaviour management, in line with whole school policy.

· Take active steps to eradicate all forms of bullying under the guidance of teaching staff.

· Be aware of what constitutes an unsafe situation and know how to keep themselves and others safe.

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person.

· Perform duties in line with Health & Safety rules.

Leadership and Management:

· Demonstrate an uncompromising and highly effective drive to improve achievement, or sustain the highest level of achievement, for all students, over a sustained period of time by providing administrative support.

· Lead by example and demonstrate passion and ambition for the school.

· Show resilience and an ability to prioritise and delegate administrative tasks.

· Employ highly effective strategies to improve achievement and progress by: seeking out and modeling best practice, being open to coaching, dialogue, mentoring and support.

· Seek regular feedback through line management and be positive and active in team meetings to allow for effective communication and dissemination.

· Take part in staff appraisal and absence management meetings.

· Work effectively and positively and with confidentiality with the governing body, the leadership team and all other staff.

· Meet the statutory requirements for safeguarding.
Main duties:

· Liaise with Heads of House, Tutors and SLT on student attendance and PP matters and administer and support them as required.

· Work closely with students, parents/carers and staff, to organise and managing the administration processes and procedures for attendance and PP effectively.

· Home school liaison as required to provide support to students.

· Communicate in a timely manner with parents about absent children seeking to improve communication between the school and parents/carers.

· Track students’ attendance, ensure checks are made on missing students via parents/carers and ensure SIMs is updated so that attendance is accurately recorded and accurate data can be retrieved.

· Manage a list of “at risk” students, whose attendance/absence needs to be dealt with as a priority each day.

· Provide advice and guidance to staff, students, parents/carers and others with regard to attendance and PP matters, as appropriate.

· Liaise with external agencies and local authorities as appropriate, particularly with regard to persistent absence and/or school refusal.

· Meet with students and parents regarding PP provision and requests.

· Ensure all administrative tasks including letter and report writing, photocopying, scanning, shredding are carried out as appropriate.

· Create and distribute reports/information on a daily, weekly termly, annual and ad hoc basis as required.

· Request, collate, proof-read and print reports/letters/documents as required.

· Reply to parents’ requests for information or queries via appropriate medium and in a timely manner.

· Update attendance notice boards weekly to ensure staff and students are kept updated on attendance matters.

· Operate relevant equipment/ICT packages/information systems (eg. MS Office, internet, intranet, SIMs, Email).

· To staff the “late gate” each morning and record those arriving late for school along with their reason.

· Attend and/or prepare for meetings relevant to the post, including CIN, CP, EWO, TAF, EHCP Annual Reviews etc.

· In conjunction with Senior Leadership Team, provide information for publication on the school’s website in relation to PP matters.

· Maintain an up to date record of appointments, including a waiting list of students’ requesting/in need of support.

Other:

· Attend staff briefings and Inclusion Team meetings.
· To participate in INSET (Professional Development Days) as required.
· To participate in Staff Appraisals and absence management meetings in line with school policy.
· To supervise the Isolation Room/isolate students when requested.
· Other duties as the Headteacher may reasonably require.
Specific areas of responsibility allocated will be rotated from time to time to provide ongoing professional development and in the light of the changing needs of the school.  Any major change in the manner and scope of responsibilities mentioned above will be agreed in negotiation between the holder and the Headteacher.

I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.

Name:

Signature:
Date:
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