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Job Description

Job Title:
Attendance Officer 

Grade/Salary Scale:

Grade 6, SCP 11 – 17 





(£24,313 - £26,802 actual / FTE £28,142 - £31,022)
Contract:
36 hours per week, term time + inset days (39 weeks)

Reports to:   
Trust Senior Attendance Manager
Job Purpose:

To provide expert focus on the role that will improve school attendance and punctuality, helping the school to raise achievement and meet attendance targets. To engage with students and their families to promote a positive attitude towards education, ensuring that parents are fully aware of their statutory responsibilities, particularly where there is persistent absence. 
Responsibilities

· Maintain meticulously accurate official registers, ensure checks are made on missing students, and keep information systems accurately updated. 

· Support the Attendance Manager with strategies to promote the regular and punctual attendance of all students and assist with the implementation of agreed strategies. 

· Contribute to recognition programmes for good attendance. 

· Meet with students and parents to establish the reasons for non-attendance/poor punctuality and agree a plan with appropriate strategies and timescales to tackle the issues. 

· Make contact with the families in response to allocated referrals through home visits and/or meetings in school. 
· Make home visits to students homes using School transportation 
· Prepare the appropriate paperwork and present information as required to enable the school to meet its obligations and statutory responsibilities. This may include requesting penalty fine notices, and, if appropriate, seeking level 3 support through Early Help. 
· Be fully aware of, and carry out all work in line with child protection and safeguarding procedures.

· Liaise and work with external organisations as required. 

· Keep accurate, clear and concise records of all interventions and consultations and update information on the school’s attendance system. 

· Maintain a good working knowledge of the statutory framework and any policies and procedures relating to school attendance, child employment, child protection and special needs etc. in order to be able to offer informed advice to parents, school staff and others. 

· Liaise with Pastoral Leaders and Year Leaders, providing advice on matters relating to attendance and, where necessary, support the development of processes to improve an individual’s school attendance. 

· Develop your own professional growth in order to fulfil your personal potential and actively towards the school’s goals and improvement plan.

· Attend meetings, participate in training and carry out administrative tasks and duties in alignment with the school calendar.

· Consistently implement all school policies.

· Carry out other duties commensurate with the post, as reasonably required by the Headteacher from time to time. 

Monitoring:
As specified by the Head of School and in accordance with the school’s Performance Management Policy for all staff

Other:
Undertake such whole-school duties and perform other tasks commensurate with the post as reasonably requested by the Head of School.












































































































Person Specification
	Category
	Essential
	Desirable

	Qualifications
	· GCSE standard English is essential

· Numerate and Literate

· Ability to use ICT
· Hold a full and valid driving licence
	· A Levels or equivalent

· Further academic achievement

	Experience
	· Experience of working with young people
· Experience of working in an education environment.
	

	Skills
	· Ability to relate well to children and adults

· Ability to work effectively as part of a team

· Good communication and interpersonal skills

· Good organisational skills

· Ability to work independently and demonstrate initiative
	· Evidence of effective partnership working.

· Successful use of ICT to enhance learning.
· Knowledge of SIMs

	Personal Attributes
	· Ability to take initiative and work hard to achieve excellence.

· Evidence of a personal and powerful commitment to continuous improvement and raising standards.

· A commitment to safeguarding and promoting the physical and emotional health and well-being of young people.

· Flexibility and adaptability.

· Effective time management.

· Ability to work autonomously in line with the school vision.

· Energy, resilience, and the ability to perform well under pressure.

Commitment to inclusive education.
	


