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	Job Description

	Job Title
	Admissions and Attendance Officer

	Relationships/Line Management

	Responsible to:

· Office Manager

Important relationships:

· Pupils and parents

· Other members of staff

· The Governing Board
· Outside Agencies (Educational Welfare Service, Pupil Services, Social Services etc.) 

	Main Purpose of Job

	Under the direction of the Office Manager, provide high-quality administrative support focused on maintaining accurate pupil attendance records. The post-holder will manage all aspects of pupil admissions from Reception to Year 6 and monitor, track, and improve pupil attendance and punctuality. 
The role involves close liaison with families, staff, the local authority, education welfare officer and external agencies to support pupil engagement, ensure statutory requirements are met, and contribute to a safeguarding-first culture.

	Key Responsibilities

	 Admissions

· Coordinate all pupil admissions in accordance with local authority and school policies, including in-year applications, Reception and appeals.

· Maintain accurate admissions data using the school’s Management Information System (MIS),Arbor.

· Liaise with the local authority regarding statutory admissions, placements, and pupil transfers.

· Arrange and conduct parent/carer tours and meetings, and issue welcome packs for new families.

· Provide up-to-date admissions statistics and projections for the Senior Leadership Team (SLT) and governors.

· Ensure pupil records and transitions are accurately recorded, securely managed, and compliant with data protection legislation.

 Attendance Administration

· Ensure daily attendance registers are accurate, complete, and compliant with statutory expectations.

· Follow up on unexplained absences promptly with parents/carers and escalate persistent attendance issues appropriately.
· Work closely with the EWO to monitor attendance and punctuality of pupils
· Coordinate the administration of attendance procedures, including letters, attendance clinics, and penalty notices.

· Maintain accurate and up-to-date records of attendance interventions and communication with families.

· Support the implementation of Children Missing Education (CME) procedures in line with local authority guidance.

Monitoring and Reporting

· Produce and analyse attendance data, identifying trends and key groups requiring targeted intervention.

· Monitor attendance of vulnerable groups and contribute to reports for the SLT, governors, Ofsted, and external agencies.

· Lead attendance reviews and coordinate support strategies to improve attendance, in conjunction with the Educational Welfare Officer (EWO).

· Support the development, review, and implementation of the school’s attendance policy.

· Provide accurate reports and information to relevant external bodies such as Education Welfare Services.

 Family Engagement and Support

· Build positive, supportive relationships with parents and carers to promote good attendance and punctuality.

· Arrange and participate in attendance-related meetings with families to discuss concerns and agree on improvement plans.

· Identify barriers to attendance and actively work collaboratively with families and staff to reduce them.

· Initiate and support Early Help referrals and multi-agency working where appropriate.

 Safeguarding and Pupil Welfare

· Be alert to safeguarding issues arising from attendance patterns and act in line with statutory guidance (e.g., Keeping Children Safe in Education, Prevent).

· Liaise closely with the Designated Safeguarding Lead (DSL) on concerns involving vulnerable pupils.

· Contribute to the wider pastoral support offer and uphold the school’s safeguarding-first culture.

· Maintain confidentiality and handle data securely, in accordance with school and GDPR policies.

 General Administration and Support

· Maintain accurate demographic and contact information for pupils on the school MIS, Arbor.

· Provide reception or general administrative support during peak periods as required.

· Undertake other administrative tasks as directed by the Office Manager or leadership team to support the smooth running of the school as required.
Professional Development

· Engage in relevant training and professional development to maintain and enhance skills for the role.

· Participate in the school’s appraisal and continuing professional development (CPD) processes.

· Take an active role in team meetings and contribute to a culture of continuous improvement.



	Standards and Quality Assurance

	· Supporting and upholding the aims and the ethos of our school.
· Working within agreed policies and practices, as drawn up by our School. Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Appreciate and support the role of other professionals

· Attend relevant meetings as required.  Participate in training and other learning activities and performance development as required

· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role

· To ensure that the safeguarding officer is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

· Carrying out all responsibilities and activities within an Equal Opportunities framework.

	This job description is intended to be a broad outline of duties and is not intended to be exhaustive.  The post-holder will be expected to take on other duties and responsibilities commensurate with the grade of the post as directed by the Office Manager or Head Teacher.

You are expected to treat all information acquired through your employment both formally and informally, in strict confidence. There are strict rules and protocols defining employees’ access to and use of the Council’s databases. Any breach of these rules and protocols will be regarded as subject to disciplinary investigation. There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.
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Person Specification

Post Title: Admissions and Attendance officer
	
	Essential
	Desirable

	Qualifications
	
	

	· GCSE qualification, Grade A-C (or equivalent) in English and Maths

· Further educational qualification

· Excellent written grammar

· First aid qualification
· Evidence of relevant training or professional development in attendance, safeguarding, or school
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	Experience
	
	

	· Ability to relate well and communicate effectively with children and adults

· Proven IT experience

· Clerical/Administrative experience

· Experience of working in a school or educational setting

· Experience of using a school Management Information System (e.g. SIMS, Arbor)

· Experience of managing pupil attendance and admissions processes

· Experience of working with families, local authorities, and external agencies
· Experience of analysing data and producing reports

· Experience in general school administration 


	(
(
(
(
· 
	(


	Professional Knowledge, Skills and Abilities
	
	

	· Understanding of attendance legislation, safeguarding, and Children Missing Education (CME) procedures
· Maintain appropriate professional relationships and boundaries with pupils, parents and other outside agencies
· Ability to work constructively as part of a team, but also to be able to work on your own initiative
· Be positive, proactive and solution focused
· Ability to deliver quality customer service to all visitors in a calm, efficient and professional manner.

· Ability to relate and communicate well to children and to adults.

· Knowledge of situations involving pupils or staff that need to be referred to the Headteacher.

· Ability to react calmly in an emergency with health and safety of both pupils and staff their prime concern

· An understanding of the school’s equal opportunities policy and how it is implemented

· Ability to use relevant technology e.g. computer, photocopier effectively
· Excellent oral, numeracy, literacy and IT skills
· Ability to accurately input data and use a variety of software applications including Microsoft Office and Outlook
· Ability to prioritise and to manage their time effectively

· Be flexible and able to work using own initiative
· Ability to work under pressure and meet tight deadlines
	(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(

	

	Work Related Attributes, Qualities, Competencies
	
	

	· Willingness to participate in development and training opportunities
· Be patient and understanding
· Deal with sensitive information in a confidential manner
· Show a commitment to equal opportunities and safeguarding
· Willingness to make a full and positive contribution to the office and the environment of the school.

· To be enthusiastic, energetic, conscientious and committed
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