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Job Outline and Person Specification

	Position Title
	Attendance Officer

	Location
	Okehampton College 

	Reporting to
	Associate Vice Principal responsible for Attendance

	Job Term
	Permanent

	Hours
	Monday to Friday 08.00am - 4.00pm – term time

	Grade
	NJC Grade D

	Salary
	£22,777 to £24,496 (Full-Time Equivalent)

	Organisation
	The Dartmoor Multi Academy Trust



About Us:
[bookmark: _Int_yWh6m1cH]Dartmoor Multi Academy Trust was created in January 2018 based on a shared vision, embracing both the Co-operative values and those of our Church of England schools. 

We are excited about the opportunities that such a cross phase Trust is able to offer our communities and we are committed to create an ambitious, forward thinking learning environment for all our pupils, students and staff. There will be opportunities for everyone connected to the Trust to grow and develop and therefore fulfil their ambitions. We welcome your interest in joining our vibrant family of schools that this exciting opportunity brings. The trust is currently made up of 3 secondary schools, 14 primary schools, and an all-through specialist SEMH school in our Trust, helping just under 5000 children and 850 staff to thrive – this is a truly exciting Trust to be involved with. 

Our network of schools is driven by a shared vision of excellence, creativity, and community engagement. We believe in fostering an environment where every learner can thrive, and our team plays a pivotal role in making this vision a reality.
Everyone in our Trust truly matters to us and we have a commitment to continuous professional development and learning for all. Through our innovative myTalent development approach, we want to ensure that everyone has the opportunity to achieve their very best
 Why Join Dartmoor MAT?
· A supportive and collaborative work environment.
· Opportunities for professional development and growth.
· Pension Scheme 
· Cycle to work Scheme 
· Tech Scheme 
· A comprehensive wellbeing package. 
· A chance to make a positive impact on the lives of students and the community.

Summary of the role 
The Attendance Officer will work alongside key staff in school and across other agencies and organisations (such as the Local Authority, Education Welfare Service, and SOL Attendance) to promote the highest standards of student attendance, ensure levels of absence are low, and work with children and families to support the assurance of excellent attendance. 
To this end the Attendance Officer will drive attendance to targets set by the College Senior Leadership Team, DMAT, and Local Authority representatives, so that students are able to effectively access learning and make excellent academic progress.
The Attendance Officer will demonstrate the drive and initiative to work in an independent and flexible manner where management of workload and personal organisation will be vital skills.
A good working knowledge of how to deal with more complex and challenging situations will be necessary.
The Attendance Officer will thus:
· Promote and support high levels of attendance to support students in achieving their full academic potential.
· Promote a strong and resilient attendance and punctuality culture across the College community, amongst staff, students, and families.
· Form and foster strong relationships with parents/carers.

Main duties and responsibilities:

You will be responsible for Instilling high expectations of attendance amongst students, staff, and parents and carers, keeping attendance a high-profile element of the College’s collegiate work.
The role holder will be adaptable and resilient, ready to undertake a diverse range of tasks including the following:
· Instilling high expectations of attendance amongst students, staff, and parents and carers, keeping attendance a high-profile element of the College’s collegiate work.
· Ensuring equitably high rates of attendance across student groups, particularly of disadvantaged students and students with SEND, in relation to regional and national rates of attendance
· Monitoring the attendance of student groups, against the Attendance ‘diamond’ of five categories of intervention.
· Ensuring equitably high rates of attendance across student groups, particularly of disadvantaged students and students with SEND, in relation to regional and national rates of attendance.
· Identifying and working with individuals and groups of students to improve attendance, where necessary.
· Implement and follow school attendance and punctuality policy. 
· Ensure all registers (AM, periods 1, 2, 3, and 4, PM and period 5) are completed daily, and that no missing marks or unexplained absences remain at the close of each day. 
· Remind any necessary staff to complete registers, monitoring non- or late completion, and inform the Associate Vice Principal responsible for Attendance of any persistent concerns for action
· Working closely with parents/carers and students to improve levels of attendance, where necessary.
· Collating information about the attendance of students who may be experiencing attendance difficulties in order to inform the College, the Education Welfare Service, and parents and carers. 
· Managing admissions to school (Y7 and in-year). 
· Ensure that escalating interventions are undertaken, recorded and monitored for impact
[bookmark: _Int_wTyyC3GK]How to Apply:
Ready to join the Dartmoor Multi Academy Trust family? 

Visit our careers page at Careers with us | Dartmoor Multi Academy Trust (dartmoormat.org.uk)to download, complete and submit the Trust Application form. Be a part of an organisation that values creativity, diversity, and the pursuit of excellence in education.
 
Join us on this exciting journey to shape the future of education at Dartmoor MAT. Your skills, passion, and dedication will help us continue to inspire young minds and transform lives.  Apply today and be the spark that lights up the future! 

Dartmoor Multi Academy Trust is an equal opportunity employer and welcomes applicants from all backgrounds to apply. 

We reserve the right to close this vacancy early if we receive sufficient applications for the role. Therefore, if you are interested, please submit your application as early as possible.
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Person specification:
	Personal  Attributes

	Essential
· Flexibility   
· Ability to use own initiative.  
· Resourceful, patient, and resilient.  
· Calm, unflustered manner.  
· Good inter-personal skills, inc. mediation and conflict resolution.  
· Ability to work in a team and alone.  
· Excellent communication and interpersonal skills.  
· Commitment to equal opportunities.  
· Flexible approach to supporting children and families.  
· Ability to maintain a professional manner in challenging situations.  
· Confidence to challenge difficult 
behavior.  
· Confidence to challenge other professionals.  
· Ability to continuously improve own practice/knowledge through self-evaluation and learning from others.  
· Able to carry out the duties of the post with reasonable adjustments where necessary.
	Desirable
	Evidence
Interview. 
Application form. 
References.

	Competence 
Attributes

· Knowledge 
· Abilities 
· Skills
· Experience 
	Essential
· Good organisational and good time keeping skills.  
· Demonstrable awareness of legislation relating to attendance.  
· Demonstrable awareness of legislation relating to the welfare and protection of children.  
· Awareness of risk.  
· Planning, filing, data collection, collation, analyses and presentation.    
· Experience of working in an educational and/or social care setting with young people.  
· Effective communication with children, parents and carers, and other professionals; able to communicate, clearly, sensitively, but robustly.  
· Ability to relate well to other professionals, parents and young people.  
· Letter writing and telephone skills.  
· Ability to display an understanding of social/welfare issues as they affect children, families, and schools.  
· Ability to work on own initiative within departmental protocols and procedures.  
· Ability to deal with difficult situations.
	Desirable
Ability to work under pressure. 
 
A positive attitude to personal development and training.  

Ability to prepare and write reports and produce factual and statistical information as required.  

Knowledge of the education system.  

Experience in working within 
statutory/voluntary agencies dealing with children and families. 
	Evidence
Application form
References.
Certificates.
Interview. 

	Qualifications 
And Training 
Attributes 

	Essential
· Good level of literacy and numeracy.  
· IT Literate.  
· Commitment to participate in training/development as/when identified by line manager as essential to the role.
	Desirable
NVQ Level 4 or equivalent.  
5 GCSE’s including grade C in English and Mathematics.
	Evidence
Application form. 
References.
Certificates.
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