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JOB DESCRIPTION
Attendance and Admissions Officer
Scale 5
36 hours per week, 39 weeks per year


Reports to:		Deputy Headteacher

Supervises :		No supervisory responsibility

Purpose of the Job:	The Attendance Officer will assist the Headteacher with the administration and smooth running of the school, including all aspects relating to attendance and admissions.

Equal Opportunities:	The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

Safeguarding:	This school and all its personnel are committed to safeguarding and promoting the welfare of children and young persons.  This position is subject to an Enhanced Disclosure to the Criminal Records Bureau and suitable references and other essential recruitment checks.


Duties and Responsibilities

To undertake the following duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards for self and others.

To be responsible for the general administration of the school, maintaining all appropriate records and disseminating information and to include:

1. To organise the tracking of pupil attendance on SIMS; to ensure staff know how to complete a class register both in paper and electronic format and to input any additional attendance data into SIMS.  To print out hard copy registers as and when required

2. To develop systems that will enable the school to reach, exceed and maintain the target figures set by the school and nationally

3. To maintain school safeguarding procedures and child protection

4. To be the first point of contact for all attendance issues in school and to ensure that a welcoming front line personal and telephone service for dealing with enquiries from staff, parents and visitors as required, is provided projecting a positive image of the school

5. To be responsible for supervising and recording any lateness of children before and after school and to contact parent/carers as required

6. To track and follow up reasons for children’s absence and record appropriately,  contacting parent/carers when necessary

7. To maintain all confidential manual and electronic pupil records and assist where appropriate in compiling data returns to the Local Authority, DfE and other external agencies

8. To be responsible for the procedures on pupil mobility, to include: entering pupil details on and off roll,  when off rolling pupils; to collate records including any CP or SEN data and to prepare to send off to the new school or for archiving, to create and send the Common Transfer Form electronically

9. Under the direction of the Deputy Headteacher be responsible for collating information on pupil admissions and arranging interviews and dealing with all relevant paperwork and liaise with Learning Mentors on arrangements made for meetings and any other aspect of pupil attendance

10. To produce and print various pupil reports for school staff as and when required and in particular around attendance

11. To collate and prepare weekly school vacancies across all year groups and to liaise with Pupil Services

12. Where appropriate to monitor and raise concerns over pupil absence or punctuality and liaise and refer to the Educational Welfare Officer and Deputy Headteacher as and when appropriate

13. To work towards reducing levels of unauthorised absence and to promote whole school attendance strategies and to work with children and families to improve levels of attendance and punctuality

14. To participate in the development of a school reward system in relation to attendance

15. To assist in school photocopying and filing where appropriate

16. To send text messages to parents from the appropriate system as and when required

17. To carry out home visits with another member of staff when necessary

18. To complete referrals to the LBN Attendance Management Service when absence thresholds have been met by individual children

19. To complete penalty notice applications when authorised by the headteacher

20. To collate and process leavers applications and paperwork

21. To co-ordinate mid-phase admissions

22. To enter new admissions, attendance and leavers onto SIMS and to forward on paper files in line with school procedure

23. To attend relevant training sessions and cascading such information to other team members

24. To ensure the working environment is kept tidy

25. Ensure that health and safety guidance is followed in all administrative respects

26. To work flexibly to ensure that school priorities are met

27. To be tactful and have respect for the need for confidentiality to all concerned including members of staff, parents, children and visitors

28. These are intended to be a guide to the range and level of work expected of the postholder.  It is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such reasonable duties, which may be required.

29. Any such other duties within the competence of the postholder as necessary when requested by the Headteacher.


There is a confidentiality component to this role and the postholder needs to hold the trust and confidence of pupils, parent/carers and staff.  It may acquire information on child protection/family sensitive issues which must be treated carefully and appropriately.






























Person Specification
	Job Title:
Attendance and Admissions Officer
	Job Number:

	Grade:

	Date last updated:
June 2018



	IMPORTANT INFORMATION FOR APPLICANTS

The criteria listed in the person specification are all essential to the job. Where the method of assessment is stated to be the application form, your application needs to demonstrate clearly and concisely how you meet each of the criteria fully, or f we do not consider that you meet them, you will not be shortlisted. Please give specific examples wherever possible.



	CRITERIA
	METHOD OF ASSESSMENT

	Equality and Diversity

We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham. All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.


	KNOWLEDGE:

The ability to undertake a wide range of administrative tasks using set procedures.

Knowledge of SIMS and other attendance IT packages

	

Application form/interview/test


Application form

	QUALIFICATIONS:

A high standard of literacy, numeracy and IT skills.

	

Application form/interview/test

	SKILLS AND ABILITIES:

Ability to undertake routine administrative tasks.

High level of IT skills.

High level of numeracy and literacy.
	

Application form/interview/test


Application form/interview/test

Application form/interview/test


	EXPERIENCE:

The ability to work in stressful and demanding situations for short periods is desirable.


	

Application form/interview

	PERSONAL STYLE AND BEHAVIOUR:

Ability to communicate effectively with children, families, and the local authority.

Good standard of interpersonal skills and confidence.

Maintaining a positive approach.

Ability to exercise confidentiality and discretion of sensitive matters.

	

Application form/test/interview


Application form/test/interview


Application form/test/interview

Application form/test/interview





