Elthorne Park High School

Assistant Administrator
(Attendance & Safeguarding)

Job Description

Pay Scale:
Scale 5
Contract
35 hours pw, term time only (38 weeks pa plus 1 week to be worked flexibly)
Purpose of the Post

· To fulfil the functions outlined below in order that the school provides an efficient education for its students.

Main Duties & Responsibilities
Attendance

1. Be responsible for contacting parents/carers by text and telephone on the student’s first day of absence

2. Communicate on a daily basis with parents to check on and challenge absence and unauthorised absence 

3. Be responsible for monitoring and updating student attendance registers on SIMS, monitoring that registers are taken that correct attendance codes are entered in class registers and on SIMS
4. Share daily attendance, late and absence reports with Tutors and Year Leaders
5. Send out targeted letters to promote and improve attendance
6. Support in the preparation of paperwork for prosecution cases
7. Process requests from parents for holidays or leave during term time in consultation with Year Leaders

8. Complete occasional home or doorstep visits to promote attendance improvement with support of other pastoral staff and in line with the school’s risk assessment processes. . 

Safeguarding

9. Electronic and paper filing of confidential file documents and administering My Concern which is used to manage all confidential files 

10. Managing the receipt of, handover and archiving of students’ confidential files. 

11. Support the school’s safeguarding lead with preparation of other confidential documents, as required. 

Administration
12. Provide occasional cover for the welfare officer and undertake training as required.

13. Support whole school events such as summer results day, sixth form induction, open evenings and parents’ information evenings as required

14. Assist with typing and duplication of correspondence and other material as required, and operate relevant ICT packages eg word, excel and SIMS
15. Provide cover for other members of the admin team when necessary
16. Undertake such training as is required to effectively perform the above duties
17. Adhere to the school’s policies and procedures.

The above is not a definitive list.  These duties may be varied to meet the changing demands of the school.  This will normally be conducted through consultation, but the school reserves the right to review and amend the job description.


