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Job Description

	Position:
	Attendance Welfare Officer

	Responsible To:
	Assistant Headteacher: Pastoral

	Responsible For:
	NA

	Grade:
	SC5

	Working Pattern:
	32.5 hours a week, term time only 

	Disclosure Level:
	Enhanced DBS



	Core purpose of the post:
To work alongside key school staff in school to promote excellent attendance, reduce levels of absence and work with children and families to promote high levels of attendance. 






	Duties and responsibilities attached to this post are as follows:

Attendance
1. Supervise aspects of the work of the attendance administrator(s).
2. To assist and check records prior to the Census to ensure school attendance is accurate and up to date.
3. To produce and interpret information relating to attendance patterns.
4. To monitor pupil premium attendance. 
5. To provide updates for staff on student attendance.
6. To monitor the attendance of vulnerable groups of students and liaise with the relevant staff. 
7. To assist with the identification of students who will receive support in improving their attendance record.
8. To work with parents/carers and other agencies in improving their child’s attendance record and coordinating parental support and training where appropriate.
9. To work with a regular group of students using regular attendance checks and contact with parents/carers to improve levels of attendance.
10. To undertake home and school visits as required.
11. To work alongside relevant staff, teachers, senior management, outside agencies to exchange information and determine appropriate levels of intervention.
12. To liaise with the designated colleagues for child protection.





General
1. To keep up to date with SIMS training.
2. To undertake exam invigilation, as required.
3. To undertake lunchtime supervision as required.
4. To actively support the vision, ethos and policies of the School.
5. To promote and safeguard the welfare of children you come into contact with.
6. To carry out other duties as are required and as are commensurate with the grade of the post.
7. This job description only contains the main duties relating to this post and does not describe in detail all the tasks required to carry them out.

Special Notes and Conditions
The nature of the work necessitates strict confidentiality, no information obtained during or after working hours should be discussed other than with relevant staff.  Able to work flexible hours. 

This role profile is not exhaustive; it will be subject to periodic review and may be amended to meet the changing needs of the business. The post holder will be expected to participate in this process and Oldfield School would aim to reach agreement to the changes.


	Person Specification
Essential / Desirable(D)

Qualifications
GCSE maths and English Grade A-C or equivalent
Qualification in work linked with children and young people (D)

Knowledge, experience and understanding
Demonstrable experience of working in a busy and varied administrative role, ideally within a school. 
Evidence of ability to analyse data. 
ICT competent in using databases, spread sheets and word
Able to write succinct reports and also analyse information efficiently. 
Demonstrate an understanding of issues that may affect a student’s ability to attend school. 
Demonstrate an understanding of issues linked to confidentiality.
Work within an education/social care setting (D)
Previous work with young people and families (D)
Demonstrate a knowledge of attendance regulations (D)
Demonstrate an awareness of child protection issues (D)

Personal qualities
Very strong verbal and non-verbal communication skills, especially listening and counselling.
Strong administrative and organisational skills
Enthusiasm with a positive can-do attitude
Ability to communicate effectively with children and adults at all levels 
Demonstrate an understanding of working as part of a team
Attention to detail
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