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Job Specification
	Job Title: Attendance Officer


	
	

	Grade: G6
	Job Evaluation Code: PR3458 001  


	
	

	Reporting to: Assistant Headteacher   

	Manager’s Grade: 

L10

	

	Location: Schools


	
	

	Service Area: 

Schools and Lifelong Learning

	Service Directorate: 

Family Services

	

	Workstyle: Workplace based


	

	Overall Purpose of the Post: 

· To Improve attendance and punctuality 

· Provide support strategies for pupils and their families to ensure the highest level of attendance is maintained.

· Work with Senior Admin Assistants, EWO and the Senior Leadership Team to monitor and improve attendance and punctuality

· To meet attendance targets set either within school, by the Local Authority or at a national level


	Requirements for the post.



	
	Essential
	Desirable

	Qualifications/ Training


	English and Maths to GCSE level or equivalent
	DSL Training 

	Knowledge


	Excellent administrative &  organisational skills

Able to work accurately and complete tasks to specific deadlines

Excellent ICT skills, including the use of MIS Systems 
Able to work with minimum supervision and on own initiative

Able to communicate effectively and sympathetically with a range of people, including parents and pupils.

Well organised, able to maintain accurate records and manage own workload.

Manage own case load of Pupils working with vulnerable students and those with emotional and social difficulties.

Good communicator, able to work with a variety of colleagues, including teachers and support staff.


	Ability to use Microsoft applications (Word, Excel and Outlook)

Knowledge of Wakefield Family Services.
Knowledge of Data Protection, security and working in a confidential environment.

Knowledge of attendance support strategies and familiarity with different support agencies.

Knowledge and understanding of the wide range of services and agencies to help support Persistently Absent pupils (PA)
Knowledge of EBSA

Use of Arbor, CPOMS and Insight

	Experience


	Experience of using administrative and operational systems in a complex organisation.
Experience of working with pupils with attendance issues and understanding the issues behind this.
Experience of providing advice to Senior Management and other stakeholders
	Experience of working with children in an educational environment.



	Physical Skills


	
	

	Competencies and other skills required
	
	


	Key Outcomes/ Activities
Responsibilities and accountabilities

· To follow the school attendance response protocols set out the Attendance Policy

· To act as students education advocate and to facilitate the educational partnership between home, school, community and LA, by support, liaison and negotiation, and where conflict arises to give paramount consideration to the interests of the child.

· Contacting parents about attendance issues; including phone calls and meetings. Reporting outcomes and advising parents.

· To take supportive/remedial action in respect of individual absentees to secure their regular attendance at school 

· Home visits to support pupils and families and accompany pupils to school where necessary.

· To deal with students who are vulnerable and have social and emotional difficulties. To support intervention and assist in the development of strategies to enable a swift response to absenteeism in school

· To contribute to the development and implementation of policies related to attendance issues

· Have the ability to motivate disaffected students and non-compliant parents/carers. The ability to challenge students and parents who are failing to use the support given.

· Undertaking full range of clerical and administrative tasks as relevant to school needs. Producing full range of reports for senior members of staff. These include attendance reports for the Headteacher and Governors 

· Dealing with correspondence and contacting parents and external agencies

· To support and advise Senior Leadership Team in relation to attendance and punctuality.

· To maintain appropriate case records that can be used in any future legal proceedings.

· Organising and attending meetings with parents to review Attendance.

· Contacting parents directly as appropriate over a range of attendance issues without reference to other personnel

· Contacting and working with external agencies, particularly, Educational Welfare Services  

· To lead on the EBSA Horizons Project
· Mentoring specific pupils, helping them to improve attendance 

· Identify, refer and track vulnerable students in partnership with other professionals.

· Home visits to support pupils and families where necessary.

· To prepare letters to parents on attendance issues.

· To undertake analysis of relevant data as required by the needs of the service

· To support pupils attendance to exams. To collect  from home where possible to ensure good attendance

· To handle requests for permission to authorise absences from parents
Other duties commensurate with the grade of the post as directed by the Headteacher.
The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.




	Responsibility for Resources



	Employees (Supervision):

None


	Financial: 
None


	Physical:

Effective use of resources as determined by the Headteacher or nominated Manager.


	Customers and Clients:

Providing general information, advice and guidance on established internal school procedures.  
Deal with more complex reception/visitor matters which may involve some exposure to casual verbal abuse.  



	Working Conditions: 



	Mainly office based. 



	Characteristics of the post:

Employees are encouraged to participate in training activities in order to enhance their own personal development.

The employment checks are required:
· Evidence of entitlement to work in the U.K.

· Evidence of essential qualifications – see page 1 of this job specification

· Two satisfactory references

· Confirmation of medical fitness for employment

· Registration with appropriate bodies (where applicable)

The following employment checks are required for those positions which are based in a school or working with vulnerable young people and adults:

Evidence of a satisfactory safeguarding check e.g. DBS check at the relevant level.

	

	

	Date completed: March 2026


