Official

Official

Official


Job description and Person Specification
Attendance and Admissions Administrator


36 hours per week / 41 weeks per year
Purpose of the Role
To provide high-quality administrative support to ensure the efficient and effective day-to-day operation of the school office, with particular responsibility for pupil attendance, admissions and pupil records. To work collaboratively as part of the administrative team and support the school's commitment to safeguarding, pupil welfare and excellent customer service.
The post holder will lead on all attendance and admissions processes, ensuring compliance with statutory requirements, Local Authority guidance and school policies.

Key Responsibilities
Attendance
Attendance Administration
· Maintain accurate pupil attendance records using the school's Management Information System (MIS).
· Ensure attendance registers are completed accurately and within statutory timescales.
· Monitor daily attendance and investigate unexplained absences in line with school procedures.
· Undertake first-day absence calls and follow-up communications with parents and carers.
· Record and code attendance in accordance with Department for Education regulations and guidance.
· Maintain records of late arrivals and support the implementation of school punctuality procedures.
· Produce weekly, half-termly and termly attendance reports for senior leaders and governors.
· Monitor attendance trends and identify pupils at risk of persistent or severe absence.
· Maintain accurate records of attendance interventions and communications with families.
· Prepare attendance information and documentation for meetings with parents, Local Authority officers and other agencies.
· Liaise with the Inclusion Leader, Designated Safeguarding Lead, Education Welfare Officers and external agencies regarding attendance concerns.
· Support attendance improvement initiatives and campaigns across the school.
· Ensure attendance records are accurate and available for audits, inspections and statutory returns.
· Submit attendance data and returns as required by the Local Authority and Department for Education.
· Escalate attendance concerns in accordance with safeguarding procedures.

Admissions
Admissions Administration
· Act as the first point of contact for prospective parents and carers regarding admissions enquiries.
· Lead on nursery, Reception and in-year admissions processes in accordance with school and Local Authority procedures.
· Coordinate school tours and visits for prospective families.
· Process admissions applications and associated documentation.
· Maintain accurate admissions records and waiting lists.
· Liaise with the Local Authority Admissions Team regarding allocations, placements and pupil movements.
· Ensure all required admission documentation is obtained and recorded.
· Maintain accurate pupil records within the school's MIS.
· Coordinate transition arrangements for pupils joining and leaving the school.
· Manage pupil transfers and ensure records are transferred securely and promptly.
· Prepare admissions reports and data as required by senior leaders and governors.
· Support annual admissions rounds and transition events.


Pupil Administration
· Input and maintain accurate pupil data within the school's MIS.
· Maintain pupil records in accordance with the Data Protection Act 2018 and UK GDPR and records retention requirements.
· Ensure parental consent records, including photographic permissions and data-sharing permissions, are accurate and up to date.
· Maintain records of pupils who are subject to publicity restrictions and ensure staff are informed appropriately.
· Process pupil leavers and destinations in accordance with statutory requirements.
· Prepare pupil reports, lists and data as required.
· Support the completion of the School Census and other statutory returns.
· Maintain secure and confidential pupil files.

Finance Administration
· Input purchase orders onto the school's financial system.
· Manage nursery top-up payments and maintain accurate records.
· Assist with banking, petty cash and reconciliation procedures.
· Support financial administration in accordance with school financial regulations.
· Authorise BACS payments in line with agreed financial procedures and delegated authority levels.
· Assist with the administration of income collection and record keeping.

School Office Administration
· Provide a professional and welcoming front-of-house service to parents, pupils, staff and visitors.
· Respond to telephone, email and face-to-face enquiries in a professional and timely manner.
· Support the smooth operation of the school office and reception area.
· Undertake general administrative duties including filing, photocopying, scanning and correspondence.
· Assist with DBS administration and recruitment paperwork as required.
· Liaise with external providers including school milk suppliers and maintain associated records.
· Support the administration of school events, visits and transition activities.
· Work collaboratively with colleagues to ensure effective administrative support across the school.

General Responsibilities
· Comply with and support the development of school policies and procedures.
· Maintain confidentiality and comply with data protection legislation.
· Promote equality, diversity and inclusion in all aspects of the role.
· Contribute to the overall ethos, values and aims of the school.
· Establish positive working relationships with colleagues, parents, governors and external agencies.
· Attend and participate in meetings, training and professional development activities.
· Undertake any other duties commensurate with the grade and responsibilities of the post.

Safeguarding Responsibilities
· Be fully aware of and understand the duties and responsibilities arising from current safeguarding legislation and guidance, including Keeping Children Safe in Education and Working Together to Safeguard Children.
· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role

· Recognise that attendance is a key safeguarding responsibility and act promptly on concerns regarding unexplained absence or patterns of non-attendance.
· Support the Designated Safeguarding Lead by providing attendance information and pupil records as required.
· Report any safeguarding concerns immediately in accordance with school procedures.
· Maintain appropriate professional boundaries and relationships with pupils and families.
· Ensure all pupil information is handled securely and confidentially in accordance with safeguarding and data protection requirements.
· Promote the welfare of children and young people at all times.

Person Specification – Key Skills and Experience
Essential
· Experience of working in a busy administrative environment.
· Excellent organisational and time management skills.
· Good literacy and numeracy skills.
· Strong ICT skills, including Microsoft Office and school management systems.
· Ability to analyse attendance data and produce reports.
· Excellent communication and interpersonal skills, and an ability to relate well to children and adults
· Ability to maintain confidentiality and exercise discretion.
· Good attention to detail and accuracy.
· Ability to prioritise workloads and meet deadlines.
· Commitment to safeguarding and promoting the welfare of children.
· Effective implementation of the school’s equal opportunities policy in all areas of work
Desirable
· Experience of working within a school environment.
· Experience of attendance monitoring and admissions administration.
· Experience of using SIMS, CPOMS, Arbor or other Management Information Systems.
· Knowledge of school attendance regulations and admissions procedures.
· Understanding of safeguarding responsibilities within schools.




