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Job Description

Post title:

Attendance Administrator
Grade/salary:

Band D, Point Range 6-7
Paid hours:

36 hours per week, 38 weeks per year, 8.30am – 4.12pm, term time 



only
Reporting to:

SLT in charge of Attendance

Purpose:

To provide admin support to the attendance team
Liaising with:

Whole school staff, parents/legal guardians and internal/external 



agencies
Disclosure level:
Enhanced

MAIN (CORE) DUTIES:


To work under the guidance of the Attendance Officer to assist with provision of clerical and administrative support in relation to recording and processing student attendance data.

Other duties:

· To ensure operation within the Health & Safety Guidelines and adhere to the schools’ Health & Safety Policy and other relevant staffing policies.

· To engage in performance management review annually and undertake school CPD, as directed.
· You may be required to undertake such duties as may be reasonably required of you, commensurate with your grade, as requested by your line manager. 
SAFEGUARDING REQUIREMENTS:

· All staff are required to undertake training with regard to the safeguarding and welfare of children and young people and the school commits to providing this training, e.g., via induction, on-line, briefings at staff meetings, Inset Days, etc., as appropriate.

· All staff should familiarise themselves with ‘Keeping Children Safe in Education’, Part 1 and local policies and procedures, as directed by the school.

· All staff have a responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come into contact and to adhere to, and ensure compliance with school policies and procedures at all times.  If, in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children, they must report any concerns to the Designated Safeguarding Lead.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this Job Description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the date shown, but following consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job, which are commensurate with the salary and job title.

Date: 

June 2025
Hilbre High School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff to share this commitment. 
 This post is subject to a satisfactory Enhanced DBS Disclosure.
