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JOB DESCRIPTION

	 
JOB TITLE 
	
Attendance Officer

	 
DEPARTMENT 
 
	
School Central Office

	 
REPORTING TO 
 
	
Deputy Head (Operations)

	 
SUPERVISORY RESPONSIBILITIES 
 
	
None

	SUMMARY OF JOB ROLE
To record, monitor and report on attendance to ensure that registration, absence and attendance procedures are correctly followed and to drive to improve pupil’s attendance and punctuality by working closely with the pastoral and admin teams.


	MAIN DUTIES

	1. 
	Accurately input absences and late arrivals e.g. fixtures, trips, medical appointments, illness onto the electronic registration system (iSAMS), coding them in accordance with the College’s Attendance Policy.

	2. 
	To follow up any unexplained absences with parents.

	3. 
	Check the registers for absences or registers not taken for each lesson and take appropriate action to ensure attendance records are accurate and complete.

	4. 
	Compile and distribute weekly, monthly and half termly attendance reports with commentary to HoY, HoS, DH and DSL. 

	5. 
	Monitor attendance, collate, analyse and interpret statistical data to identify issues/patterns of absence and to refer concerns to the pastoral team. Liaise regularly with the HoY, HoS and DSL to address absence concerns.

	6. 
	To work on initiatives which raise the awareness of school staff, parents and the community on the importance of school attendance.

	7. 
	To update CPOMS and concern logs as and when appropriate.

	8. 
	Attend the half termly safeguarding meeting and report on attendance. 

	9. 
	Log absences with NYCC as appropriate.

	10. 
	Cross check completed tutor registers with the ISAMS 'Out of School' registration report during fire drills to ensure pupils are accounted for.

	11. 
	To complete other administrative tasks and provide cover for reception as directed by their manager.

	12. 
	Undertake any other reasonable tasks as requested by your manager that are commensurate with the seniority of the role.

	13. 
	Understand the importance of safeguarding in education
In line with our commitment to safeguarding, all members of staff have a duty of care towards Ashville College pupils and are expected to report any such concerns to the Designated Safeguarding Lead/Head.

	14. 
	Work in a manner that promotes and protects own health and safety, as well as that of other staff, pupils and visitors.



PERSON SPECIFICATION
Please note, these are the criteria which will be considered as part of the selection process.
	EDUCATION AND QUALIFICATIONS

	· Educated to GCSE in Maths and English (pass or equivalent) as a minimum.

	EXPERIENCE

	· Administrative experience ideally with knowledge of attendance and registration
· Experience of working in a school or busy customer led environment.
· Experience of working in a team and on own initiative.

	KNOWLEDGE AND UNDERSTANDING

	· Good working knowledge of IT systems, including Word and Excel. 
· Good working knowledge of iSAMS or similar MIS systems. 

	SKILLS AND ATTRIBUTES

	· Excellent interpersonal and written and oral communication skills.
· Strong ICT skills including ability to produce reports and record information.
· Ability to prioritise work and maintain accuracy within a busy office with conflicting demands on time.
· Demonstrate an ability to cope with stressful/conflict situations. 
· Excellent organisational skills and attention to detail.
· Willingness to adapt and change to respond to the needs, demands and 
conditions of a developing school office.



	PREPARED BY
	Deputy Head (Operations)

	DATE
	March 2026



It is the shared responsibility of the job holder and their Line Manager to ensure that job descriptions are kept up to date.

Job holder’s signature: 						

Date: 						
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