PRINCE OF WALES PRIMARY SCHOOL

JOB DESCRIPTION

ATTENDANCE OFFICER & ADMIN ASSISTANT
Scale 4 – 36 hours per week 
Responsibilities:

To be responsible for the day-to-day administration of the school’s attendance, whilst promoting a positive attendance and punctuality culture, assisting in the provision of an efficient and effective school administration function and providing support to the Head Teacher, School Business Manager and the Senior Leadership Team ensuring all required information is up-to-date and followed up in a timely manner.
Reporting to:

The Head Teacher, School Business Manager & Office Manager
Duties:

ATTENDANCE

· To be the first point of contact for all attendance issues in school. 

· To collect attendance records in the morning and contact parent/carer of absent 
child/ren to find out the reason for the absence.

· To record reason for absence and follow procedures for persistent absenteeism.
· To maintain the MIS database of pupil records for attendance and punctuality, liaising with the school’s Senior Leadership Team where necessary and ensuring that the registration systems are correctly administered, reporting on the quality of the registers. 
· To produce and interpret statistical data relating to attendance patters on groups within the school. 

· To be responsible for organising a daily check on children who are at high risk of absence.

· To work with individual and groups of children, alongside members of the inclusion team, to improve levels of attendance and to put strategies in place. 
· To ensure that persistent absence letters and holiday penalty letters are sent to parents in a timely manner.

· To meet with families when children are persistently absent, alongside a member of the safeguarding team and ensure attendance contracts are in place and adhered to.
· To conduct home visits regarding children who are persistently absent, alongside a member of the safeguarding team. 
· To liaise with Deputy Headteacher and Attendance Lead about cases causing concern.
· To attend professional meetings on and off the school site as and when required.

· To attend meetings outside of normal school hours, on occasion, with due notice.


· To acquire and collate evidence for sickness absences for children whose attendance falls below 90%.
· To collate attendance statistics using the school’s electronic MIS.
· To maintain an efficient recording and filing system relating to the above to enable instant retrieval of records.

· To have regular meetings with the Local Authority Education Welfare Officer regarding attendance issues.
· To send attendance data as required by the LA/DfE.

· To keep abreast of legislation regarding attendance, as published by the DfE or other regulatory bodies, and implement accordingly. 
ADMINISTRATIVE DUTIES
· To be an integral part of the office admin team, ensuring the smooth running of the entire administrative function, undertaking front-of-house duties, including answering the phone, greeting visitors and responding to email enquiries. 

· To keep the foyer/reception area tidy and neatly presented and to contribute to a welcoming atmosphere. 

· To keep the staff photo board up-to-date.

· To cover the administration of school trips on the days that the Admin and Finance Assistant is not based in the front office. 

· To assist the Admin and Finance Assistant with the maintenance of the school’s inventory, undertaking the termly spot checks to ensure the continued accuracy of the document. 

· To receive, unpack and check off the contents of deliveries and to process stock requests from staff. 

· To undertake printing and photocopying duties as required (e.g., certificates, end of year reports, etc.)

· To undertake filing, ensuring all records are easily accessible for those who need them and that information can be located quickly. 

· To use the school’s MIS to produce reports on pupil data, as requested by senior staff.

· To make phone calls, send texts and emails to parents and draft letters as required.

· To support with supervising children who are late to be collected at the end of the school day. To produce “late letters” and keep the Late Collection register up-to-date. To call parents who are late to ascertain their whereabouts or alternate pick-up arrangements. 

· To contact the Site Managers regarding tasks which need to be completed.

· To assist the Admin and Finance Assistant in organising hospitality for meetings and events. 

· To assist the Headteacher with reminders for appointments, meetings etc.
· To attend all inset days and undertake training as and when required.
· To be aware of health and safety and safeguarding procedures and all school policies and procedures.
· Any other duties within the scope of the role as requested by the Head Teacher.
This job description will be reviewed regularly in the light of changing service requirements and any such changes will be discussed with the postholder.
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