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CITY of SHEFFIELD

JOB DESCRIPTION


	DIRECTORATE
	CHILDREN AND YOUNG PEOPLES DIRECTORATE

	SERVICE AREA
	KING EDWARD VII SCHOOL

	POST TITLE
	Business Support Officer with Attendance Specialism (BS2.5)

	JOB NUMBER
	SCH/AC/BS007

	SALARY RANGE


	Grade 4 pts 7-12

	RESPONSIBLE TO


	Administration Manager – Lower School

	RESPONSIBLE FOR
	N/A

	RELEVANT QUALIFICATIONS
	NVQ2 or equivalent or relevant experience

Good numeracy/literacy skills

	PURPOSE OF JOB
	Under the direction/instruction of senior staff: provide routine general clerical, administrative and financial support to the School with a special emphasis on attendance.

	
	

	
	


JOB DESCRIPTION FOR POST OF: Business Support Officer - Attendance 

The post-holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002 and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

Key Responsibility Areas:

Attendance

· Manage daily absence notes, emails and phone calls for Key Stage 3

· Input/enter and update attendance data on SIMS, monitoring registers and ensuring accuracy at all times

· Contact parents/carers concerning student absence which has not been reported including sending first day response messages

· Prepare reports regarding attendance data as required by the School

· Record and log student lateness and behaviour, prepare detention and isolation registers

· Undertake administrative and clerical duties arising from student absence, lateness and behaviour sanctions

       Administration

· Support the Cover Manager by arranging Lower School cover work and acting as key contact for agency supply staff on the Lower School site
· Photocopying, post, filing and general administrative support within the School office
· Undertake reception duties, answering general telephone and face to face enquiries and signing in visitors as and when required
· Communication with parents/carers via telephone, text, email and the production and distribution of letters
· Maintain manual and computerised records/management information systems
· Assisting with the general welfare of students
Resources

· Operate relevant equipment/ICT packages (e.g. SIMS, word, excel, databases, spreadsheets, Internet)

· Maintain stock and supplies, cataloguing and distributing as required

· Provide general advice and guidance to staff, students and others as appropriate

· Undertake general financial administration as appropriate e.g. processing orders

Responsibilities

· Be aware of and comply with policies and procedures relating to safeguarding 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 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 Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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