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June 2025 
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OXFORD INTERNATIONAL COLLEGE BRIGHTON
Attendance Officer 
The College

Oxford International College (OIC) Brighton is an international day and boarding college for students aged 13 to 18. Following the IGCSE and A Level curriculums, OIC Brighton’s curriculum is based on the proven success of Oxford International College’s three-pronged curriculum model which has led to outstanding academic outcomes. OIC Brighton intends to join OIC Oxford at the top of the UK league tables, preparing our leavers for the most competitive courses at the world’s best universities. For the right candidate, this is an exciting and highly rewarding opportunity for professional development within a young College who will be able to contribute to a safe and supportive environment where students can thrive both academically and personally.

The Role

The Attendance Officer plays a crucial role in ensuring that the attendance and punctuality of students are accurately recorded and monitored in accordance with College policies and legal requirements. Reporting to Director of Academic Operations,  this role will collaborate with staff, parents, and external stakeholders to promote a culture of accountability and ensure compliance with attendance-related regulations.


Duties & Responsibilities

· Ensure attendance and punctuality data is accurate and complete.
· Record all absences with relevant details and take any necessary follow-up actions including informing absences via iSAMs
· Support efforts to improve attendance rates by ensuring staff complete necessary actions.
· Provide assistance to students experiencing attendance issues.
· Run and distribute unauthorised absence reports for key registration periods.
· Perform required actions for students who arrive late in the term or leave early.
· Mark registers in advance for planned absences (e.g., approved leave or illness).
· To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact. 
· To maintain good order and discipline among the students and safeguard their health and safety both when they are on college premises and when they are engaged in authorised college trips or activities. 


The Person

The successful candidate will: 

· Have a strong commitment to upholding the ethos and values of Oxford International College Brighton.
· Have excellent organisational and time-management skills.
· Be able to maintain confidentiality and handle sensitive information.
· Be willing to become part of our community of aspirational, outward-looking, internationally-minded staff and students. 
· Have excellent communication and interpersonal skills.  
· Able to create a welcoming and friendly environment whilst at the same time working efficiently.
· Someone with a sense of humour, flexibility, patience and creativity
Experience and Qualifications 

· Proven experience in a similar role within an educational setting, preferably with experience in international student admissions and student services.
· Proficiency in using admissions and student management systems (ideally ISAMS)
· Ability to work independently and as part of a team.
· Strong attention to detail and problem-solving abilities.
· IT Skills 

Role: Full time, Permanent 
 
Salary: OIC Brighton has its own salary scale (comparable to, or above the national scale) and pension scheme.    

Other benefits:
· Being part of the Nord Anglia group with extensive related career path and training opportunities  
· Free cooked lunches during term-time
· Participation in the ‘Cycle to Work’ scheme
· Eyecare Vouchers 
· Fee discounts for children of staff attending OIC Brighton

Start date:    August 2025 

Applications
Applicants should complete the Application Form which can be found here; 



The Application Form, full Curriculum Vitae and a covering letter should be emailed to HR@oicbrighton.com

The final date for submission of applications is 10th July 2025. 

Please apply as soon as possible. All applications will be processed on receipt.   

Short-listed applicants will be notified of the interview arrangements as soon as possible after short-listing.  Please note, however, that we reserve the right to shortlist and invite suitable candidates in for interview prior to this date.  

OIC Brighton, a Nord Anglia Education school, is an Equal Opportunities Employer. The College is committed to equal employment opportunities and promoting diversity, seeing this as a fundamental responsibility both as an employer but also as educators. We base all our employment decisions on merit, the requirements of the role and the promotion of our aims as an organisation. 

Note: This job description is intended to provide a general overview of the role and is not an exhaustive list of duties. The responsibilities may be subject to change based on the needs of the college.
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Application Form

Thank you for completing this application form. This is part of our safer recruitment process. Your data will be used for recruitment purposes only and will be stored in line with our GDPR Policy. For further information, please contact HR.



		[bookmark: _Hlk97722348][bookmark: _Hlk94261346]Personal Details	



		Your Title and Name:  



		Position applied for:     



		Address:  

 











Postcode:  



Mobile:     



Email:       



		Place of birth:  

		Nationality:  



		

		NI Number:   

		Passport Number:   



		

		Do you require permission to work in the UK?  

 



		

		The Asylum and Immigration Act 1996 makes it a criminal offence for employers to employ someone who is not entitled to work in the UK.  We, therefore, ask prospective employees to produce relevant documentation.  Short-listed applicants will receive further details and successful applicants must provide relevant documentation before employment can begin.

An online check will also be conducted to shortlisted candidates.







		Applicant’s Referees



		Please supply names and email addresses of two referees, at least one of whom should be your current employer where possible. It is College policy that references must cover the last three years, therefore please ensure the referees you supply below are able to cover this period or include additional referees on a separate sheet of paper.



		[bookmark: Text20]Name of Referee 1:  

[bookmark: Text27]Position:      

Relationship to applicant:  

Email:  



Telephone:   



May we approach this referee before interview? 

 

		Name of Referee 2:  

Position:      

Relationship to applicant:  

Email:  



Telephone:   



May we approach this referee before interview? 











		Current Employment. If you are applying for a teaching position, please specify what subjects you teach.



		From (date)

		Name and Address of Employer



		 

		 



		Post:  



		Salary:  



		Notice Required: 

 





		Responsibilities: 









		Previous Posts (most recent first).  Please account for any gaps where you have not been in employment (add rows if needed)



		From

		To

		Employer

		Post:

		Duties and Reason for Leaving



		

		

		

		

		



		

		

		

		

		







		
Education (add rows if needed)



		From 

		To

		University/College 

		Subjects 

		Results



		

		

		

		

		



		

		

		

		

		



		Are you a member of any Technical/Professional Bodies or do you have other training/qualifications you would like to tell us about?



		















		[bookmark: _Hlk94262481]Statement in Support of Application (you may continue on separate sheets if required).



		Please state why you are a suitable for this post, how you meet its requirements and the experience you have that is relevant.  Please give examples of particular achievements.  









		Other Information



		If you have a disability, are there any special arrangements we need to make to enable you to attend the interview?     





		Applicants for teaching/mentoring posts only:



		Your DfE reference number (where applicable):

		 



		Do you have QTS status?

		



		Have you completed your probationary year?

		







		Child Safeguarding - We are required by child protection legislation to ask for the following information.



		The post you are applying for involves work with young people and is, therefore, exempt from the Rehabilitation of Offenders Act 1974. This means that you are NOT entitled to withhold information about convictions, cautions, bind-overs, reprimands and final warnings, which in other circumstances would be regarded as spent. You will be required to provide an enhanced DBS disclosure as a condition of any employment offer arising from this application. Under section 3 of the Safeguarding Vulnerable Groups Act 2006 (SVGA 2006), a person who is included on the children’s barred list is barred from regulated activity relating to children. It is an offence to apply for a role with regulated activity relating to children if a person is barred from working with this vulnerable group.



		Please list below any convictions, reprimands, police cautions or warnings for any criminal offence (either in the UK or abroad) under the relevant Act, "spent convictions" must be declared.





		Are you currently the subject of any Police investigations following allegations made about you?  

		



		Have you ever been cautioned or convicted of a criminal offence spent or unspent? If “Yes”, include Date, Offence, Sentence/ Caution/ Reprimand/ Final Warnings below

		



		



		



		Do you have any forthcoming prosecutions or convictions?

		



		Have you ever been the subject of a disciplinary hearing, forced to resign or dismissed from a previous role.

		



		If you have answered yes to any of the above, please provide details below:





		



		Are you disqualified from working with children or subject to sanctions imposed by a regulatory body? Note; it is an offence to apply for a role in regulated activity with children if you are barred from engaging in regulated activity relevant to children.  If so, please see below



		



		Have you ever been barred from working with children?  If so, please see below



		



		If YES to the above, please supply the following details in a sealed envelope marked ‘strictly confidential’ to the Principal: the nature of offence(s), date of conviction(s), penalties and country in which they occurred. This information will be held on a strictly confidential basis, in compliance with the General Data Protection Act 2018 and only discussed with the selection panel where it is relevant to the post for which you have applied. Answering “Yes” will not necessarily prevent you from being considered for this post. If you are emailing your application, please send these details separately in a sealed envelope marked “CONFIDENTIAL”, with your name and the title of the post you are applying for, for the attention of the Principal.  



		Are there any other circumstances relevant to your appointment which ought to be declared?





		Any information I have provided above is full and accurate and I agree to be the subject of a Enhanced Disclosure check if offered the appointment.

		Y or N









		All Applicants Must Sign the Declaration Below



		Declaration: I confirm that the information and details provided on this form, and other information relating to my formal application for employment, are correct.  I understand that any false information, deliberate omission, falsification, or misrepresentation in the application form or supporting documentation would result in my application being disqualified or, if appointed, could lead to my dismissal without notice.  This also applies to any medical questionnaire/forms I may complete.  





		[bookmark: _Hlk94262557]Name of Applicant:   

Signature:   

		Date:  







		I consent to the information given in this application form and accompanying supplementary documentation being stored and processed in accordance with the General Data Protection Regulations 2018.





		Insert name:   

Signature:   

		Date:   







		College Child Protection Statement



		Every child or young person at Oxford International College in Brighton should be able to take part in an enjoyable and safe environment. The college recognises its responsibility to safeguard the welfare of all children and young people. As part of the ethos of the college, we are committed to:

· Providing an environment in which children and young people feel safe, secure, valued, heard and respected.

· Providing suitable support and guidance so students have a range of appropriate adults they feel confident to approach if experiencing difficulties.

· To practice safer recruitment in checking the suitability of staff and volunteers to work with children.

· To raise awareness of child protection issues and equipping children with the skills to keep them safe.

· To put in place procedures for identifying and reporting cases, or suspected cases, of abuse.

· To make all staff, tutors and volunteers aware of our collective responsibility for safeguarding members of the college community.

· To ensure that staff and volunteers understand the college’s Child Protection and Safeguarding Procedures. 



The college will act in accordance with the following legislation and guidance:

· Keeping Children Safe in Education 2024

· Working Together to Safeguard Children 2023

· The Children Act 1989 and 2004 

· The Education and Skills Act 2008

· The Children and Social Work Act 2017

· The Childcare Act 2006

· Education (Independent Schools Standards) Regulations 2019

· The National Minimum Standards for Boarding Schools

· Safeguarding Children and Safer Recruitment in Education 2011 

· Local Authority Safeguarding Children Board Child Protection Procedures 

Oxford International College Brighton’s Designated Safeguarding Lead: Jonno Melia

See Oxford International College Brighton CHILD PROTECTION AND SAFEGUARDING POLICY: 









On completion, please return this application form (marked private and confidential) to HR (roxy.iqbal@oicbrighton.com)
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