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	Job Title:
	Administration and Attendance Officer 

	Grade:
	Grade 2B  

	Directly responsible to:
	Head Teacher / Senior Leadership/Office Manager 

	Hours of Duty:
	36 hours per week (Term Time Only) 

	Summary of Role: Under the direction/instruction of senior leadership and Office Manager provide routine general clerical, administrative and financial support to the school. To actively uphold the school ethos and aims.


	Main duties and responsibilities/accountabilities


	ORGANISATION

· Undertake reception duties, answering routine telephone enquiries, dealing with queries and providing general information about the school and face to face enquiries.
· Acting as first point of contact for visitors and creating a pleasant reception area.
· Dealing with visitors, parents and pupils both in person and on the telephone in a courteous, friendly and calm manner.
· Filter telephone calls to give and obtain information as required and resolve queries.
· To operate the door access control systems and maintain the electronic visitor signing in system.
· Ensure visitors to school are aware of correct school procedures in regard to safeguarding and have followed correct procedures.
· Assisting with arrangements for visits to school by outside professionals e.g. school nurse.
· To use clerical time efficiently and to ensure the smooth running of the office maintaining up to date computer based and manual filing systems.
· Assist with the organisation of events, communication and administration relating to the admission of new pupils and cohorts.
· Support the organisation of school events through effective communication, carrying out administrative duties.
· Ensure the visitor log is completed.
ADMINISTRATION
· To distribute both internal and external mail including email.
· Undertake routine administration e.g. trips, registers, signing in/out system, late recording system.
· Arranging school photographs and dealing with administrative aspects relating to ordering and distribution.
· To produce letters reports and other such documents as required. This includes whole school letters, newsletters and promotional material. 
· To assist with the upkeep of the school website as directed.
· To be responsible for maintaining and monitoring the content of the school website, ensuring that it is up to date at all times.
· Obtain security checks for volunteers, students and helpers in school as first point of contact.
· To assist the Office Manager in dealing with administrative tasks and enquiries relating to admission arrangements. 
· To liaise with the head teacher and other senior managers with the school diary organising appointments and events.
· To ensure all data records are inputted onto the school management system and up to date.
· To supply general information to parents.
· To support the preparation of the head teacher’s report for governing meetings.
· To prepare and maintain school registers, including Free School Meals, and liaise with the school kitchen.
· To maintain school registers on school management system.
· To ensure school management system records are checked and regularly updated, information is accurate.
· To arrange and organise after school clubs, including ensuring consent is provided by parents/carers.
· To be responsible for creating school payments on the system, including school trips, clubs and school meals. 
· To monitor payments and send payment requests and reminders to families for outstanding debts. To notify the headteacher of any concerns.   
· To assist with organising school trips including gaining parental consent. 
ATTENDANCE
· To communicate with parents regarding pupil absences.
· To monitor pupil attendance and punctuality on a daily basis and inform parents of child’s attendance
· Produce reports for attendance and punctuality as required.
· To hold regular attendance meetings with the EWO and school health as required. Produce attendance and punctuality letters and carry out truancy sweeps/home visits.
· To liaise with the EWO, if required and as directed by the Headteacher/Assistant Headteacher.
· To deal with pupil holiday requests in conjunction with the headteacher.
· To prepare and submit penalty notice/court documentation relating to attendance and/or unauthorised holidays. 
· To be responsible for returns to the LA and any other outside agency if required
RESPONSIBILITIES
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection.
· Report all concerns to an appropriate person.
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos/work/aims of the school
· Appreciate and support the role of other professionals
· To attend relevant meetings and in-service training and seek to extend and further develop personal effectiveness in the role.
· To hold a recognised First Aid qualification and be one of the schools Designated First Aiders. 
· To work alongside the SENCO to ensure that the medical needs of all students are met. This includes maintaining up-to-date care plans, ensuring staff are informed of student medical needs (including allergies), and overseeing the safe storage and validity of medications. 
· Administration of first aid to pupils and informing parents in accordance with school policy
· To provide word processing and other clerical support to the Office Manager, Senior Leadership and for other staff/Governors as authorised by the Office Manager/Headteacher. 
· To attend, be involved in the preparation of and play an integral role in the following scheduled events: any open afternoons, fundraising events, annual safeguarding CPD, Training Days, Progress Evenings and new intake meetings after school.
· To complete any additional tasks for the Headteacher, Senior Leadership and Office Manager upon request.
IT SKILLS
· Undertake typing, word-processing and other IT based tasks
· To operate relevant IT systems including Microsoft Office, Excel, emails, SIMS, Reach More Parents and the internet as appropriate.
· Input data into the school management system.
· To use the telephony system competently.
Safeguarding 
The postholder must be aware of child protection issues and the need for confidentiality and to identify to the named child protection colleague in school, concerns in respect of individual children. 

	Review Arrangements:
The details contained in this job description reflect the content of the job at the date it was prepared. It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required, and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed. Consequently, the school will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.


	Date Job Description prepared/revised:
	July 2024

	Prepared by:
	Head Teacher

	Agreed by Post-holder
	






































