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JOB DESCRIPTION

ATTENDANCE/DATA OFFICER
36 hours per week, Term time - plus two weeks (45.6 Weeks)
Range - Scale 4 Pt.7 - 11
PURPOSE

To provide secretarial and administrative support to the school and to be responsible for the development and maintenance of the schools information and management systems within the school. 
TASKS

Organisation

· Responsibility for the management of school’s information management systems.
· To maintain accurate manual and computerised pupil data records.
· To collect and collate pupil data including admission information, attendance and assessment.
· To maintain pupil attendance records and to monitor the attendance of pupils using Arbor software.

· To liaise with the Educational Welfare Service in following up pupil absences.
· Be responsible for the submission of relevant reporting information to the Head of School, SLT and the Governing Body to assist them in determining curriculum support and pupil assessments.
· To be responsible for CENSUS and other returns as required eg. DfE
· Responsible and accountable for the producing attendance data for analysis.

· Carrying out Year End functions for pupil related data
· To ensure that all visitors and callers to the school are courteously and correctly received and to deal sensitively with anxious, distressed or impatient callers, whether by telephone or in person.
· Marketing the school by showing parents and visitors around.
· To show awareness for the school’s security at all times.
· To communicate effectively, both orally and in writing with outside, agencies, parents, staff and local community.
· To type letters, reports, memoranda, and other documents using the appropriate equipment, including word processors, office management systems and audio equipment.

· Admission interviews.
Administration

· Operate relevant equipment and complex ICT packages.

· Provide routine administration and organisational support to other staff e.g. photocopying, filing, faxing, e-mailing, complete standard forms, and respond to routine correspondence.

· Undertake typing and word-processing. 

· Undertake a variety of admin procedures.

· Maintain and collate pupil reports as required e.g. class lists, pupil details, registers, daily reports. 
Responsibilities

· Be aware of and comply with the school’s and Academy policies and procedures relating to child protection, health & safety, security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure equal opportunities for all. 

· Contribute to the overall ethos/work of the school.

· Appreciate and support the role of other professionals.

· Establish constructive relationships and communicate effectively with external agencies

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.

· Any other general office duties or school requirements as directed by the Head Teacher.

Experience

· General clerical/administrative work.

· Ability to work to a high level of accuracy

· An understanding of the school and school office environment

Qualifications/training

· General clerical/admin work.

· Good numeracy/literacy skills.

· Ability to identify own training needs and to be willing to partake in available/necessary training.

Knowledge/skills

· Effective use of ICT packages.

· Use of relevant equipment/resources.

· To be able to operate a word processor to a high standard to include word processing, creating forms, spreadsheets and the various systems available to the school office.

· Knowledge of relevant policies/codes of practice and awareness of relevant legislation.

· Ability to deal sensitively with children, parents, carers and visitors.

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.

· Ability to work under pressure and to deadlines.

· Ability to work as a member of a team.

· Be able to carry out the duties required professionally and with confidentiality.
