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JOB DESCRIPTION
Attendance Administrator
It is essential that all staff actively promote the aims of The College –

· To ensure every student develops their potential to flourish and be successful

· To have high expectations of all staff and students

· To respect all those in our community locally, nationally and internationally

All members of staff are required to participate in the College’s appraisal scheme.

Responsible for:
Promoting and supporting high levels of attendance.  Promoting a positive attendance and punctuality culture.  Forming strong relationships with parents/carers.
Line Manager:
Attendance & Data Analysis Officer
Reporting to:
Senior Assistant Head teacher 
Hours of work:
8.30am -11.30am daily, term time only plus Inset Days
Responsibilities of the post

Principal Accountabilities

· To help the school to maintain accurate attendance information, improving attendance and punctuality and to meet our attendance targets.
Duties:
· To ensure that all registers are complete and to follow up with staff on missing or incorrect registers.

· To check accuracy of registers and correct coding.

· To record all ad-hoc absences on registers in a timely manner, including trips, appointments, music lessons etc.
· To daily, collate emails and phone calls from parents and record nature of absence on SIMS/Bromcom
· To contact parents where students are missing from registration to establish the reason for non-attendance and record information.

· To send out stock letters following our Attendance Policy

· To assist Attendance and Data Analysis Officer where necessary with attendance procedures.

· To provide updates on long-term absences to appropriate staff members.

· To prepare evidence for meetings/referrals, including registration certificates.

· To work on initiatives which raise the awareness of school staff, parents, students and the community on the importance of school attendance.

Working with children and young people is a sensitive and responsible position and it is required that the Attendance Officer will work within the framework provided by National Legislation. 

The post holder will be expected to perform such duties as may be reasonably required by the Headteacher and that these should be in line with national legislation and current conditions of service.

Person Specification

Attendance Administrator
	
	Essential
	Desirable

	Experience
	· Good standard of ICT skills; Word and Excel
· Working with families/general public

· Excellent communication skills, written and verbal
· Ability to cope with stressful situations

· Excellent organisational and administrative skills
	· Experience of working in an educational environment
· Knowledge of SIMS/Bromcom

	Skills & Qualifications
	· Minimum GCSE Maths and English
	

	Personal Characteristics
	· Commitment to team working 
· Willingness to address challenging issues with clarity of purpose and diplomacy 
· A sense of humour and a positive attitude.
· Be willing to undertake further training internally or externally to improve the effectiveness of their role 
· Must be able to relate well to a wide range of students from different abilities, ethnic and social backgrounds as well as with staff and other professionals
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