Balfour Infant School
Name: 		
			
Job Title: 	Attendance and Data School Administration Assistant with specific responsibility for organising school clubs before and after school
Pay Grade: 				C1
Responsible to: 			Headteacher acting on behalf of the Governors
Duties: 				Conditions of Employment as specified on Contract of Employment
Line Manager: 	To work under the direction of the Business Manager in the school office.

Purpose
To provide clerical support to the Headteacher and Business Manager of the school. 
Act as Attendance Officer
School Club Administrator

Accountability
To the school Business Manager in the first instance and ultimately the Headteacher

Office Administrator Duties
· First point of contact for all inbound calls and emails including dealing with angry and aggressive parents/public
· Shared responsibility for monitoring the office email address in term time
· Typing
· Photocopying
· Filing
· Utilising office and school systems to produce documents/reports as directed by SLT
· Updating paper and computer data base records (SIMs)
· Ensuring all security and safeguarding visitor protocol are followed especially in the absence of the School Business Manager where all contractors are chaperoned and all safeguarding protocols are shared
· Banking of school monies while accompanied by appropriately delegated member of staff.
· Inputting and checking of all end of year data for statutory assessments and sending to LA
· Managing FSM applications and updating SIMs
· Anticipating termly demands and plan ahead accordingly
· Ensuring data security is in line with GDPR legislation



Attendance Officer

· First day and follow up calling to parents requesting reasons for absence in line with safeguarding procedures
· Updating attendance records on Sims with reasons for absence
· Evaluating and Liaising with the Headteacher on required actions including sending out letters and making referrals and requesting further action from the Attendance Service. Carrying out actions.
· First point of contact for the Attendance Service Practitioner
· Preparing for and conducting regular monitoring visits with the Attendance Service practitioner by completing reports such as updating the school’s termly monitoring report, the Attendance Plan and Attendance Audit
· Arranging attendance clinics/Late Gates and liaising with parents re dates/timings
· All aspects of attendance reporting including persistent absence, reports for governors
· Maintaining all exclusion records and forwarding to SEND/Inclusion Teams
· Responsibility for On/Off rolling and liaising within agreed timeframes with LA

Before and After School Club Administrator

· Liaising with facilitators regarding dates, times and cost
· Termly correspondence to parents: advertising clubs, sorting replies, compiling registers and ascertaining if the club is viable
· Club timetabling
· Constant overview of registers and offering places as vacancies occur
· Collecting, counting and preparing for banking of club fees
· Chasing late or non-payments
· Ensuring all risk assessments and public liability information is gather from outside club providers 
· Ensure that support is given to all outside club providers regarding school security and safeguarding protocol are shared

Budget/Monetary Responsibilities
· Manage the collection of school monies in relation to clubs (totally on average over £2,000 per term x 6 times a year)
· Preparation of monies – slips etc.
· Depositing of monies accompanied by a designated staff member


Safeguarding Responsibilities
· Ensuring all school safeguarding protocols and procedures are followed
· General First Aid responsibility for assessing head injuries, calling parent or ambulance
· Overseeing the correct process for ensuring correct permissions and collecting signature of parent and administering advice from parent with regards medication.  Responsibility for supervising the safe decanting of medicines by parent, storing safely and supervising the first aider to administer
· Contacting parents of children with regard pupil welfare matters such as head injuries and illness and taking the final decision as to whether the child needs further medical care
· Support the safe evacuation of the school via Fire Drill and the safety of the pupils if there is a threat of an intruder in the absence of the School Business Manager
· In the absence of the School Business Manager escorting and chaperoning contractors

Code of Conduct
Maintaining high standards of conduct, both in the office and elsewhere in the school, having regard to the children’s safety, well-being and consideration for others.

All staff are expected to uphold the school’s principles and policies which underpin good practice and the raising standards of Balfour Infant School as exemplified in the “Belonging to Balfour” document.

This job description will be reviewed annually as part of the appraisal process and if necessary will be amended after consultation with you.

Signed							Date:

Headteacher 						Date:





