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Job description: Attendance Officer
St Joseph’s Infant and CE Junior Schools are committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.
Job details:
Job title: Attendance Officer 
Salary: Grade 4 point 5. FTE £25583.  The pro rata salary for part time is £10919.98
Hours: 8.15am – 12.00pm Monday to Friday – 18.75 hours a week. Term time only, 38 weeks per year
Contract type: Fixed 1 year
Reporting to: Head of School/Executive Headteacher
	Closing date 
	 Monday 2nd February 
 2026

	Interview date 
	 Monday 9th February 
 2026



Key Purpose 
 
• To promote and apply intervention strategies to ensure high levels of attendance and punctuality of pupils within the school. 
 	 
Key Responsibilities and Duties 
 
Main Job Role 
· To identify and implement intervention strategies to address and continually improve attendance and punctuality for targeted individuals.  
· Maintain accurate manual and electronic records on behalf of the school.  
 
Main Responsibilities and Duties 
· Monitor accurate pupil attendance and lateness records on a daily basis.  
· Follow up on pupils absences and lateness by In-touch/telephone or other means, on a daily basis with guidance from relevant colleagues, making appropriate referrals.  
· To check on late pupils. 
· To ensure all unexplained absences are accounted for, seek the reason for absence via telephone/text or letter home if required.  
· To check the accuracy and correct coding on registers.  
· To follow Attendance policy and send out letters as required.  
· Identify individuals and/or groups of pupils that require additional support to improve their levels of attendance and punctuality.   
· Identify and implement intervention strategies to address poor attendance and celebrate excellent attendance.  The postholder will have a range of interventions available with the discretion to adapt or amend them as appropriate.  
· Making home visits to pupils and parents/carers as appropriate.  
· Initiate and follow through appropriate sanctions in liaison with the relevant colleagues and other professionals including fines and court action.  
· In liaison with relevant colleagues/school management, attend follow-up meetings and other relevant meetings with parents/carers and/or other professionals to provide relevant information, offer support and seek ways in which the school can help in improving individual attendance and punctuality.  
· Liaise with outside agencies, parents/carers, social services, other schools and/or organisations in relation to information on pupil attendance and punctuality.  
· Establish and maintain good relationships with all pupils, parents/carers, colleagues and other professionals.  
· Provide accurate and timely attendance and lateness reports to relevant colleagues, SLT and other professionals.    
· Support the transition points and new arrivals. 
· Supporting and checking on pupils who are out of school for any reason, for example, suspension or attending alternative provision. 
· Report any welfare and/or child protection concerns as per school policies and procedures.  
· Completion of accurate statistical returns regarding pupil attendance and punctuality as required by the school, local authority and DfE.  
Responsible for ensuring data quality and as such the integrity of management information through the proper use and safekeeping of data and record systems both manual and computerised.  
· Promoting and safeguarding the welfare of children and young people in accordance with the school’s safeguarding and child protection policy.  
· Undertake professional development activities to enhance personal development and job performance, through the provision of training and mentoring.  
· Attend relevant school meetings, as well as any other meetings associated with this role.  
· Any other reasonable duties as required by the Executive Headteacher and Head of School.  

Supervision and Management of People 
• The postholder will often be required to work without direct supervision.  Supervision will be present where necessary.    
 Contacts and Relationships 
· Daily contact by telephone and face to face with SLT responsible for Attendance, other SLT, pupils, carers and regular contact with the Executive Headteacher, Senior Governors.  
 

 
Any other duties commensurate with the role of an Attendance Officer that may be required from time to time.  Attendance Officers are accountable to the Trust Board and Executive Headteacher for the standards achieved and the conduct, management and administration of the school, subject to any policies that the DfE and the Trust shall make.  This job description and may be subject to amendment or modification at any time after consultation with the postholder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the postholder’s professional responsibilities and duties. 
Personal Specification  
	Education/Qualifications 
	Desirable 
	Essential 

	5 GCSE’s with a minimum of grade C or above in Maths and English (or equivalent qualifications) and a good standard of general education 
	 
	X 

	Good level of IT competence, including word and excel 
	 
	X 

	Ability to undertake the travel requirement of this role 
	 
	X 


 
	Experience & Knowledge 
	Desirable 
	Essential 

	Knowledge of school’s behaviour and management policy and procedures  
	 
Training provided in school 
 

	Knowledge of school’s fire and emergency procedures 
	

	Knowledge of Child Safeguarding procedures 
	

	Experience of working with children and within a school attendance related service 
	X 
	

	Up-to-date knowledge of attendance regulations 
	X 
	

	An understanding of the issues affecting truancy and non-school attendance 
	X 
	

	An understanding of issues that may affect a pupil’s ability to attend school 
	 
	X 

	Awareness of legislation relating to the welfare and protection of young people 
	 
	X 

	Working with young people and their families, preferably within an educational context 
	X 
	 

	Using IT systems to compile reports as well as analysing statistical data for monitoring purposes 
	 
	X 

	Working with professionals and other agencies and in a multi-agency context 
	X 
	 






	Skills and Abilities 
	Desirable 
	Essential 

	Well-developed administrative and organisational skills 
	 
	X 

	Ability to cope with stressful/conflict situations 
	 
	X 

	Ability to manage home visits 
	 
	X 

	Sensitivity in dealing with confidential issues 
	 
	X 

	Ability to persuade and negotiate and have the confidence to challenge difficult behaviour 
	 
	X 

	Flexibility and initiative to enable decisions to be made on a day-to-day basis to ensure deadlines and other requirements are met 
	 
	X 

	Good communication skills, both written and oral, with both adults and young people 
	 
	X 

	Personal credibility to deal with a wide range of stakeholders and represent the school in dealing with external representatives 
	 
	X 

	Able to work on own initiative as well as in a team 
	 
	X 

	Able to use IT systems accurately and effectively to produce reports, record information and monitor outcomes for individuals and groups 
	 
	X 

	Maintain a professional and positive manner 
	 
	X 



Safeguarding
This post is covered by the Childcare Disqualification Regulations 2018. The Trust will need to ensure that they are not knowingly employing a person who is disqualified under the 2018 Regulations in connection with relevant childcare provision. Accordingly, shortlisted candidates will be required to demonstrate to the Trust, by completing a self-declaration form as part of the pre-employment checks process, that they have not been disqualified under the 2018 Regulations. If the preferred candidate is found to be disqualified under the 2018 Regulations, the offer of employment will be subject to the application by the preferred candidate to Ofsted for a waiver and the receipt of a waiver from Ofsted.  
All staff will be expected to hold or be willing to obtain Enhanced DBS check or Enhanced check for Regulated Activity with the Disclosure & Barring Services (previously the Criminal Records Bureau). For further information about what is required in this process please go to www.gov.uk/disclosure-barring-service check (http://www.gov.uk/disclosure-barring service-check).
This Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  All school-based staff have the responsibility for promoting the safeguarding and welfare of children. All school staff should be aware of the school's Child Protection and Safeguarding Policy and work in accordance with this document at all times.

Additional Information 
Work Permits: we may be able to obtain a Work Permit for this post but this is subject to meeting the requirements of the UK Border Agency's Points-based Immigration System. Due to the restrictions we cannot guarantee that individuals that meet the requirements of the Points-based Immigration System will be issued with clearance to obtain work permits.
Successful candidates will also be subject to two full references from previous employers (or equivalent if this is your first job).
If you wish to apply for this position, please complete the attached application form.  Please note we do not accept CV’s.  Please write a personal statement as part of the application stating your suitability for the rule and any previous experiences you have that would support your application.  
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