
Information Pack for 

Applicants 

  

  

Attendance and Admin 

officer at 

Whiteways Primary School 

  

  



  

‑

 

https://www.cascademat.co.uk/


  

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



  

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



  

‑

‑



  

‑

‑

‑

‑

 



  

   



  

  



  

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 

 



  

   

 

 

 

 

 

 

 

 

 

 

mailto:recruitment@whitewaysprimary.co.uk
https://www.cascademat.co.uk/recruitment/
mailto:recruitment@whitewaysprimary.co.uk


  
Attendance Officer 

Job Description  

   

Our Vision  

Our vision at Cascade MAT is to: Transform the life-chances of our children; ensure safe and secure 

learning environments; create inspirational places for our staff to work; and to be an influential part of 

the local community.  

  

The Role  

Under the direction and instruction of Senior staff: Contact parents by phone or 

letter regarding absence/attendance of pupils.  

Provide data on attendance as required  

Provide routine general clerical, administrative and financial support to the school  

  

Qualifications   

• Basic administrative skills   

• Good numeracy/literacy skills  

  

Key Responsibilities  

  

• To actively contact parents/carers by phone or letter concerning their child’s absence and 

record reasons for absence on to the SIMS system.  

  

• To contact parents/carers by phone or letter concerning their child’s absence and record 

reasons for absence on to the SIMS system.  

  

• To check and input data related to the attendance of pupils on a daily basis.  

  

• To operate efficiently and effectively computer based and manual attendance systems within 

the School.  

  

• To provide timely data/reports in line with the School’s Attendance Policy for the relevant staff 

within school on individual pupil attendance, form attendance figures, year attendance figures.  

  

• To provide any other statistics, reports and returns in relation to attendance that is necessary to 

meet both internal and external requirements.  

  

• To ensure that attendance data held within the SIMS system is accurate on a daily basis.  

  

• To liaise with other Administrative staff to ensure the accurate maintenance of 

the pupil database.  

  

• To promptly access and enter off site attendance of pupils and inform relevant members of staff 

of any absences which need following up.  

  

• Liaise with parents/carers and pupils as required to discuss attendance matters in School.  

  

• To process parental requests for pupil leave during term time.  

  

• To work with the School Business Support Manager to develop the use of computers and new 

technology as appropriate and where necessary to improve the attendance monitoring systems 

within School.  

  



 

• To act as a point of contact for pupils and external enquiries to the School Office.  

  

• To undertake general administrative duties, including reception duties, answering routine 

telephone and face to face enquiries and signing in visitors.  

  

• Be aware of and comply with policies and procedures relating to child protection, health, safety 

and security, confidentiality and data protection, reporting all concerns to an appropriate 

person.  

  

• Be aware of and ensure equal opportunities for all   

  

• Contribute to the overall ethos/work/aims of the Trust/School  

  

• Appreciate and support the role of other professionals as appropriate  

  

• Attend and participate in relevant meetings as required  

  

• Participate in training and other learning activities and performance development as required  

  

  

Any other duties and responsibilities appropriate to the grade and role  

  

All the above duties and responsibilities to be carried out in accordance with Cascade Multi Academy 

Trust Policies, Academies Financial Handbook and current legislation with an emphasis on Safeguarding, 

Customer Care, Equal Opportunities, Data Protection and Health and Safety.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 



 

 

 

Attendance Officer 

   

Person Specification    

Attendance Officer, Grade 3, BS2  

All candidates should demonstrate how well their qualifications and experience, personal qualities, skills, 

professional knowledge and understanding and knowledge of safeguarding meet the requirements of 

the person specification  

Qualification and experience   

 Candidates should have:   

1   GCSE Maths and English or equivalent or evidence of abilities at this level  

2   Experience of general administration duties, including reception duties and a general understanding 

of attendance systems  

3  Experience of attendance management in a school environment would be an advantage  

4  Experience of extracting, analysing data and running standard reports to identify trends and issues would 

be an advantage  

5  Evidence of recent, appropriate continuous professional development and/or willingness to engage in 

CPD  

 Personal qualities   

 Candidates should:   

1   Have the ability to communicate effectively and develop positive relationships with all stakeholders   

2   Demonstrate excellent interpersonal and organisational skills    

3   Be decisive, consistent and focused on solutions   

4  Be well-presented and have a positive attitude   

 Skills    

 Candidates should be able to:   

1   Support the vision for the school/Trust   

2  Evidence of effective use of ICT skills including Microsoft Word, Excel, emails and Internet   

3   Evidence of understanding office methodologies e.g. filing systems, correspondence etc.  

4  Approachable, courteous and able to present a positive image of the school to visitors and stakeholders  

5  Ability to relate well to children  

6  Have excellent organisational skills, prioritising and managing time well under pressure, to meet 

deadlines   

7  Demonstrate that they can work independently and constructively as part of a team   

8  Ability to recognise problems, generate alternatives and implement plan of action  

Professional knowledge and understanding    

 Candidates should:   

1   Demonstrate their understanding of confidentiality  

2  Knowledge of statutory responsibilities relating to school attendance including parental responsibilities  



 

3  Demonstrate a knowledge of relevant policies/codes of practice & awareness of relevant legislation  

 Safeguarding    

 Candidates should have:   

1  An understanding of safeguarding and promoting the welfare of children and young people   

   

The successful candidate will be required to undergo an enhanced check from the Disclosure 

and Barring Service (DBS).   
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