
[image: image1]

[image: image3.png]WIXAMS TREE
PRIMARY ACADEMY





Attendance Officer
(part-time)
Closing Date:  Friday 24th January 2025
Interview date: Tuesday 28th January 2025
Contents
· Application Letter

· Advertisement

· Job Description

· Person Specification 

· Application Form
[image: image2.emf] 


Mrs J Peel, 
Headteacher

Dear Applicant, 

As our school grows to a 3-form entry, we are looking to recruit a part-time Attendance Officer who will have overall responsibility for the attendance of all our pupils. The working hours will be Monday to Friday 8:00am – 12 noon, term-time only.
Wixams Tree Primary Academy is situated within a bustling and active community of Wixams. Community is very much at the heart of everything we do and all children and staff thrive within our happy and nurturing environment. Our ethos is very much about developing the whole child and preparing them for future life. As part of the Knowledge Schools Trust, we follow a well-sequenced, knowledge rich curriculum which aims to inspire pupils and plant the seeds for a lifetime of learning.
All of our staff at WTPA work collaboratively as a team (both within our school and as a Trust), supported by highly engaged parents and an active Governing Body.  As part of a Trust, we offer high quality CPD and support to all our staff, with staff well-being and workload an integral part of this.
We are currently looking for an Attendance Officer to join us, who is self-motivated, highly organised and adaptable to ensure that every child receives the education that they are entitled to. Whether you are an experienced Attendance Officer looking for a change or would be new to post, our staff at WTPA are highly collaborative and supportive. Our recent Ofsted inspection (April 2024) highlighted the many amazing features of our school, which we would love you to consider being a part of.
You can learn more about us on our school’s website: https://wixamstreeprimary.co.uk/
Once you have read through this application pack, if you would like to speak to us and arrange a tour, then please contact us on (01234) 608960  or via email to: info@wixamstreeprimary.co.uk  
The closing date for applications is Friday 24th January, 12 noon.
Yours faithfully

Mrs J Peel

Job Advert
Attendance Officer – Wixams Tree Primary Academy
(Knowledge Schools Trust) 

Required from February 2025
Job Title: Attendance Officer
School: Wixams Tree Primary Academy
Location: Green Lane, Wixams. 10 minutes from Bedford town, 20 minutes outside Milton Keynes, 20 minutes from Luton, 20 minutes from Hitchin
Salary: S1.3 £25,282.40 Actual £10,812.52
Contract: Part-time – Monday – Friday 8am – 12 noon, term-time only
Wixams Tree Academy is a friendly, caring and lively community where children are enthusiastic learners, well-motivated and encouraged to think for themselves. We have an amazing and dedicated school team, with highly engaged parents and a fully supportive Governing Body. We are looking for an individual who is highly organised, can keep to deadlines and has strong interpersonal skills.
The successful applicant must be:
· able to demonstrate excellent interpersonal skills with parents 
· be able to hold challenging conversations with a positive outcome
· positive, enthusiastic, committed and self-motivated 

· able to work effectively as part of a team

· flexible, resilience, adaptability and commitment to working as part of a team 
· analyse data to identify patterns and trends

· work inline with statutory policies

· liaise with external professionals

· meet deadlines
What we can offer you: 

· a high level of support and commitment from our friendly and hardworking leadership team
· a staff that is committed to the children

· a forward-thinking MAT 

· a commitment to personalised professional development
· a highly supportive Board of Governors 
We are committed to safeguarding and promoting the welfare of children and are an equal opportunities employer. Any offer of employment will be subject to an Enhanced Disclosure and Barring Service check, satisfactory references and medical check.

Visits to the school are warmly welcomed and advised. Please telephone the school office on 01234 608960 to make an appointment to view our school. 
Please visit our website: https://wixamstreeprimary.co.uk/vacancies/
Job Description – Attendance Officer
Wixams Tree Primary Academy
Job Purpose
To provide a specialist service to help the school to raise achievement by improving school attendance and punctuality and to meet our attendance targets. 
The promotion of positive attitudes by pupils and their families towards education and ensuring that parents are made fully aware of their statutory responsibilities, particularly where there is persistent absence. 
Duties and responsibilities
1. To advise the school on strategies to promote the regular and punctual attendance of all pupils and assist with the implementation of agreed strategies. 
2. Update school records, analyse attendance data and provide reports to the Lead DSL and Headteacher. Disseminate information, both internally and externally, in a timely fashion. 
3. Meet with school staff, pupils and parents to establish the reasons for non-attendance/poor punctuality and agree a plan with appropriate strategies and timescales to tackle the issues. 
4. Make contact with the families in response to allocated referrals through home visits and/or meetings in school. 
5. Liaise with the Education Welfare Officer. Prepare the appropriate paperwork and present information as required to enable the school to meet its obligations and statutory responsibilities. This will include requesting penalty fine notices, and, if appropriate, the completion of Common Assessment Form (CAF) referrals. 
6. Be fully aware of and carry out all work in line with Child Protection /Safeguarding Procedures. 
7. Liaise and work with external organisations as required. 
8. Keep accurate, clear and concise records of all interventions and consultations and update information on the school’s attendance system. 
9. Manage your own workload in line with the school priorities. 
10. Maintain a good working knowledge of the statutory framework and any policies and procedures relating to school attendance, child protection and special needs etc. in order to be able to offer informed advice to parents, school staff and others. 
11. Liaise with the Inclusion Team and advise on all matters relating to attendance and where necessary take a lead role in developing work processes to improve school attendance. 
12. Work on initiatives which raise the awareness of the whole school community on the importance of good school attendance. 
13.  Any other duties requested by the leadership team when necessary.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations in relation to the post holder’s professional responsibilities and duties.
Person Specification – Attendance Officer
Wixams Tree Primary Academy 

	SPECIFICATION
	ESSENTIAL
	DESIRABLE

	Qualifications and training
	GCSE English and Maths Grade C or above.
	Further qualification in administration or finance

Willingness to undertake further work-related training

	Experience
	Working with children, young people, parents and families preferably within an educational context.

Working with professionals from other agencies and in multi-agency context.

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


	A minimum of 1 years’ experience working as an Attendance Officer in an education setting.



	Qualities, skills, knowledge and abilities.
	Solid computer skills including word processing and spreadsheets, as well as databases.

Excellent communication skills (written and verbal).

An ability to multi-task.

School systems and an understanding of the issues affecting truancy and non-school attendance.

Demonstrate an understanding of issues that may affect a student’s ability to attend school.

To be able to work calmly under pressure and to strict deadlines.

Accuracy and attention to detail.

Confidentiality.

Ability to work effectively with limited supervision.

Ability to build good working relationships with colleagues and students.

A sense of humour!
	Demonstrate knowledge of attendance regulations.
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