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JOB DESCRIPTION
	Job Title:
	Attendance and Admissions Manager

	Salary Grade:
	Grade E or F SCP 7-17 £20,443 - £24,919 Pro-rata, Actual Salary £17,799-£21,696 depending on qualifications and experience 

	Responsible to:
	Alternative Provision and Engagement Manager/Assistant Headteacher 

	Responsible for:
	Managing daily attendance overview, and related returns. Monitoring accurate and full recording of attendance, and attendance trends. Managing poor attendance in collaboration with other relevant colleagues. Managing holiday requests. Managing admissions and appeals processes. 


Main Job Purpose

1) Administer all information relating to student attendance in order to achieve school attendance targets in collaboration with the Alternative Provision and Engagement Manager. Liaising with student office for students going home unwell. Management of Child Missing in Education (CME) reports and communications, and working with other school managers and the Local Authority in the effective management of students persistently absent, and students involved in managed move processes.
2) Work with and provide attendance-related information, data and statistics to major stakeholders in the school’s attendance figures, including the SLT, other relevant managers and colleagues, the Local Authority and Dioceses.  
3) Administer all information relating to admissions, and admissions appeals, providing guidance as needed to prospective parents, carers, and Local Authority Officers.
4) To assist the school Navigator, and senior managers with processes relating to the attendance of individual students.

5) Ensure compliance with BCP and other statutory reporting requirements, including undertaking data entry/analysis and recording. 

Main Responsibilities and Duties

1) Be responsible for administration of all attendance and admissions matters.

2) Be proficient in the use of ICT including a wide range of software such as Microsoft Word, Excel, Applicaa Admissions+, SharePoint and Teams. The school uses SIMS to manage timetables, attendance and personal information and information is regularly exported for the purpose of further analysis and report writing. 
3) Undertake daily contact with parents regarding the attendance of their children.
4) Manage requests for absence fines to the Local Authority. 
5) Produce attendance information and reports as needed.
6) To be the primary point of contact in school with regard to admissions and appeals, responding to parental queries and enquiries from other agencies.

7) Undertake data entry for example, assessments on pupil attendance, and admissions and entrants.

8) Provide efficient and effective administrative support to school staff as needed.
9) Undertake such other duties as may be required from time to time commensurate with the level of the post. The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of responsibility entailed. 

10) Comply with all decisions, policies and standing orders of the school and the Borough of Poole; comply with any relevant statutory requirements, including Equal Opportunities legislation, the Health and Safety at Work Act and the Data Protection Act.

11) Have a commitment to safeguarding and promoting the welfare of children and young people in accordance with the school’s agreed procedure.

Supervision and Management of People

1) Little or no supervisory responsibility other than assisting work familiarisation of peers and new recruits.
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