Purpose of job
To provide, under the instruction or guidance of senior staff, administrative support in all issues related to raising standards of student attendance, punctuality and admissions.

Administrative Responsibilities:

· Receiving telephone calls from parents/carers, and external bodies (e.g. Social Services) related to absences/lateness; 
· Record all late students
· Organising all administrative tasks pertaining to lateness and follow-up telephone calls to parents on a daily basis;
· “First day absence” contact for students not in and for all persistent absentees (< 90% attendance). Sharing of information with relevant staff 
· Setting up, preparing all documentation and chairing attendance panels with parents and relevant staff, regarding student absence and punctuality as set out in the school’s attendance policy.
· Initiating Court and fine proceedings for persistent absentees 
· Supporting the school-based Early help worker in home-visits and links with outside agencies etc
· Communicating effectively, including meetings, with the APP, HSSW and other relevant staff, regarding attendance and punctuality
· Maintain accurate student attendance data on SIMs
· Inform relevant staff when correct register procedures are not followed in line with the Attendance Policy;
· Provide general clerical and administrative support related to attendance and punctuality, e.g. photocopying, filing, completing routine forms, responding to routine correspondence etc.
· Preparation and completion of school census/workforce census
· Free School meal applications for all new starters
· Process all new students & all leavers
· In year casual admissions and maintain waiting lists
· Maintaining pupil files
· Complete nursery funding
· Year 6 transition to secondary schools
· Prepare all dietary & medical information for school kitchen and classrooms
· Maintain fire registers and update with all new starters/leavers
· Ensure classes have accurate photo permissions
· Maintain “pick up” password spreadsheet
· Record staff absences in Sims/prepare staff absence paperwork
· Completing all exclusion paperwork and reporting to Medway
· Prepare termly attendance report for Governors
· May be called upon to perform other duties that the Business manager/ Headteacher considers reasonable, that are commensurate with the grading and designation of the post
Person Specification 
Qualifications, experience and knowledge. 
· Minimum GCSE Level English & Maths

· [bookmark: _GoBack]Previous experience of working with SIMs (Essential) 

· Experience of working in a busy office or administrative environment

· Ability to work under pressure, priorities and work to tight deadlines

· Demonstrable experience in delivering effective administrative and organisational skills. 



