	Role Title

	Attendance 1

	Grade
	3

	Job Reference
	

	Job Variation Reference
	

	School
	

	
	

	Main purpose of the role

	To be responsible for the administration and analysis of attendance data, including first day contact with parents/carers.



	Core responsibilities and tasks

	Key duties:

1. Responsible for the school’s electronic attendance database, including maintenance and monitoring of the attendance records/absences in line with legislation and regulations 

2. Undertake first day contact of parents / carers 

3. Liaise with other staff regarding persistent absentees: follow through incomplete registrations and reasons for absence 

4. Produce lists, information and run reports relating to attendance data, as requested  

5. Compile and maintain the school’s attendance data profile, including reasons for absence, and vulnerable groups at risk of absence, on behalf of the senior leadership team and governing body

6. Produce annual returns for central and local government.

Individuals in this role may also: 

1. Act as first point of contact for pupils who arrive late at school

2. Produce literature to promote attendance at school.



	Knowledge, skills and experience 

	· Working at or towards national occupational standards (NOS) in Business Administration and knowledge / skills equivalent to national qualifications level 2.

· Knowledge and understanding of relevant information systems and how to run reports.



