John Perryn Primary School Job Description

School Administrator for Attendance and Admissions (Level 2)

	Job title:
	School Administrator for Attendance and Admissions
	
	Ealing GLPC Grade: Scale 5
	Level 2

	School:
	John Perryn Primary School
	
	Post No:
	

	Line manager:
	Senior Administrator/ Head Teacher/ Attendance Lead

	Supervisory responsibility:
	None, apart from assisting in work familiarisation of new members of staff.

	Hours:
	Term time only. Monday to Friday 8.30 – 4.30 a.m. 35 hours per week.


Main purposes of the job

· Under the instruction/guidance of senior staff, ensure that school attendance is accounted for; absence is recorded and pupils referred appropriately.

· Manage school admissions effectively.

· To be responsible for promoting and safeguarding the welfare of children and young people within the school
Main responsibilities and tasks

Organisation

1. To undertake reception duties, answering routine telephone, face-to-face enquiries and signing in visitors.

2. To assist with pupil first aid and welfare, looking after sick pupils, liaising with parents, staff etc.

Administration   

3. Provide general clerical/admin support e.g. photocopying, filing, faxing, complete standard forms, and respond to routine correspondence.

4. Maintain manual and computerised records/ management information systems.

5. Undertake typing, word processing and other ICT based tasks.

6. Undertake administrative procedures and projects.

7. Maintain and collate pupil reports.

Attendance

8. To maintain accurate pupil’s attendance and lateness records with responsibility for the administration of pupil’s attendance within SIMS and the daily registration of pupils.

9. To work closely with the LA’s school attendance officer, the Senior Leadership Team and outside agencies to analyse data, compile and present reports on pupil attendance to promote and celebrate good attendance and punctuality, thereby raising standards.

10. To contact parents/carers of pupils absent from school and ensure up to date and accurate contact details are retained.

11. Attend and participate in relevant meetings, training and other learning activities and performance development as required.

12. To take supportive/remedial action in respect of individual absentees, to ensure their regular attendance at school.

13. Feedback to line managers on operation of policies/procedures/strategies in relation to the whole school approach of managing pupil’s attendance and punctuality to support their improvement and future development.

14. To provide support for staff with attendance issues in the use of SIMS.

15. Monitor and record the outcomes of planning with parents/pupils and the school to improve attendance and punctuality, maintaining efficient and notes and records.

16. Monitor the effectiveness of the school’s policies/procedures and strategies in relation to individual and whole school approaches to managing attendance and punctuality.

17. Working with SLT, advise and assist parents and pupils to reduce absenteeism and to provide liaison between pupils, the school and /or parents to secure regular attendance at school, including assisting in identifying problems of which a pupil’s irregular attendance may be a symptom.

18. Liaise with school attendance lead and complete monthly attendance reports in line with their procedures.

19. To make joint visits to pupil’s homes on school attendance matters and to discuss with line managers, solutions to the barriers that parents are experiencing, which is adversely affecting their child’s attendance.

20. Produce daily registers for fire evacuation, once daily attendance is accounted for.
Admissions 

21. Manage in-year admissions, ensuring all vacancies are filled in a timely manner and liaise with Headteacher and Senior School Administrator regularly re any unfilled vacancies.
22. Be aware of Key Census dates and work with SLT in filling school vacancies.

23. Maintain an inventory spreadsheet of school pupil leavers and joiners, to ensure that access is given and relevant on the relevant platforms as necessary.

24. Ensure new pupil’s files are received and all safeguarding procedures are completed.

25. Ensure all pupils have a file that is up to date and adheres to school guidelines.
Resources

26. Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, internet).

27. Provide general advice and guidance to staff, pupils and others.
Responsibilities

28. Be aware of and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.

29. To adhere to school health and safety policy including risk assessment and safety systems.

30. To adhere to school policy on equality and diversity.

31. To contribute to the overall ethos/aims of the school.

32. To appreciate and support the roles of other professionals.

33. Attend and participate in relevant meetings as required.

34. Participate in training opportunities and professional development as required.

35. Undertake similar clerical duties commensurate with the level of the post as required by the Head teacher.
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