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	Campion School Job Description 



	Post Title
	Attendance Assistant

	Salary Band
	Band E, scp 5-6
(£25,583 – £25,989 per annum, full time)
Actual Starting Salary, scp 5 £21,347 per annum for 37 hours per week
	Hours and Basis
	37 hours per week

	Reports To:
Working Relationship:
	Attendance Officer
House Learning Leaders
Senior Leadership Team including the Headteacher
Teaching and Non-teaching Staff

	Outline of Role
	To provide an efficient administration service to the school’s Attendance Team.

The post has direct impact on the well-being of pupils and staff. There is no direct responsibility for staff or pupils, although, on occasions, there may be the need to guide pupils, and demonstrate skills or guide members of the team.
The post has some direct responsibility for physical resources, involving the careful, accurate, confidential and secure handling and processing of information.

	· Recording pupil absences and maintaining the school’s attendance database
· Updating and maintain pupil attendance records on a daily basis
· Process attendance data from pupil registers after morning and afternoon registration
· Process leave of absence requests from parents and liaise with the local county council about these requests 
· Handling of confidential and sensitive information in accordance with GDPR regulation
· Using SIMS and CPOMS, maintain pupil information in accordance with GDPR regulation
· Handling of telephone enquiries and emails from parents, staff and outside agencies
· Hold parental meetings along with the senior leader in charge of attendance to complete relevant attendance paperwork 

	Professional Development 
· Help keep knowledge and understanding relevant and up-to-date by reflecting on your own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness 
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school

	
Safeguarding and Personal Conduct
· Campion School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment
· This post is subject to an enhanced DBS disclosure
· Staff are expected to follow the school’s Staff Code of Conduct at all times

	General 
· The post holder may be required to carry out any other duties that the Headteacher feels are commensurate with the post. Whilst every effort is made to explain the main duties and responsibilities of the post each individual task undertaken may not be identified
· This job description is subject to review by the Headteacher, in negotiation with the post holder at any time




This school is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. This post is subject to an enhanced DBS disclosure.


	[image: Copy of Campion logo1]
	Campion School Person Specification 




	Post Title
	Attendance Assistant

	Salary Band
	Band E, scp 5-6
(£25,583 – £25,989 per annum, full time)
Actual Starting Salary, scp 5 £21,347 per annum for 37 hours per week
	Hours and Basis
	37 hours per week

	Criteria
	Requirements

	Skills and Personal Qualities

NB: Delete, amend or add to as required
	· A general awareness of the strategic direction of Campion School and an understanding of its ethos and values 
· An awareness of, and responsiveness to, the needs of students and the ability to form good relationships with them 
· Effective communication, interpersonal, time management and organisational skills 
· Commitment, enthusiasm and flexibility in their approach and the ability to work well as part of a team according to the needs of the school
· The ability to stay positive and meet deadlines even when working under pressure. 
· A commitment to personal development and training
· Previous experience in an administrative role/ideally in a school
· Flexible approach to work
· Willingness to learn new skills and attend courses if required
· Respect for confidentiality at all times
· Effective communicator in writing
· Proficient in Microsoft Office
· Sound knowledge of SIMs


	Safeguarding and Personal Conduct
· Campion School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment
· This post is subject to an enhanced DBS disclosure
· Staff are expected to follow the school’s Staff Code of Conduct at all times




This school is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. This post is subject to an enhanced DBS disclosure.
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