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DUKINFIELD



St. Mary’s Catholic Primary School
Dukinfield
Administration and Attendance Officer
JOB DESCRIPTION
The Governing Body of St. Mary’s Catholic Primary School sets this job description within the context of the Mission Statement.

Responsible to:
The Headteacher or in her absence the Senior Leadership Team.
Managed by: The School Business Manager (a member of the SLT)
Purpose

· To provide administrative support for the completion of effective support services in the running of the school. 

· To provide point of contact for parents and visitors, ensuring communication channels are effective. 

Key Job Outcomes

Administration

· Provide full administration support for the school.

· Assist the School Business Manager to update general office procedures to reflect current practice and embrace new technologies. 

· Assist the School Business Manager with specific administrative tasks as and when required. 

· Take responsibility for inputting end of term, year and key stage data, targets etc and making sure they are correctly sent to the LA and/or DfE where relevant. 

· Assist the School Business to complete all school census’ for the LA and Diocese. 

· Support the School Business Manager during any recruitment process for new staff members, including contacting applicants, sending out reference requests and associated documentation.

· Support the Headteacher in all other administrative and secretarial tasks including note taking in meetings.

· Support the school through clear communication i.e. weekly Newsletters, ParentMail etc.

· Support the Headteacher through prompt updating of the Website, working with the website provider and school’s Computing Subject Leader to upload documents and photographs to the school website. Communicate with teaching and support staff throughout the school in order to ensure that the website is kept up to date. 

Organisation 

· Ensure the effective operation of the school reception/office, so that all visitors, staff and pupils are greeted in a friendly and appropriate manner, their enquiries are dealt with promptly and they are directed to the appropriate person/location.

· Safeguarding – oversee entry/exit procedures to/from the school for all staff, pupils, parents, carers and visitors. 

· Assist the school staff in the organisation of events such as trips and educational visits, sports days, parents’ evenings, school productions, sacramental programme events etc and to organize any associated administration. 

Finance 

· Support the School Business Manager by placing orders on the school’s finance system. 

· Assist the School Business Manager with any Finance issues, as required. 
· Support the School Business Manager with debt identification and chasing of outstanding monies.
Resources

· Operate relevant equipment and computing software e.g. MS Office, SIMS, Outlook, Explorer, Google Chrome etc. 

· Maintain stationery and replenishable items for the office area and the school’s photocopiers. 

Attendance, Welfare and Safety

· Hold regular meetings with the Headteacher to ensure school complies with regulations with regard to attendance and punctuality.   
· Undertaking the process of issuing penalty notices and warning to parents, liaising with the LA Attendance Service with regards to completing the process.

· Maintain and update the school’s Attendance policy with the Headteacher and promote and monitor a high standard of attendance and punctuality of pupils, reviewing pupils’ attendance and punctuality on a regular basis. i.e. Undertake daily First Day Calling, follow up absence, produce weekly reports to the Headteacher on absent pupils, monitor weekly, half termly, termly and annual absence rates, produce reports on PA pupils, liaise with parents and staff regarding PA pupils etc.

· Issue monitoring letters to parents/carers, using the school’s Attendance policy and procedure as a guideline.

· Hold regular Attendance meeting with parents for identified pupils who are not meeting school or personal targets, writing parental contracts to improve attendance with and without the Headteacher. Prepare reports and information for the Headteacher to discuss with parents at Attendance Review Meetings.

· Produce attendance reports and data for class teachers on a weekly/half termly/termly basis and for all parents’ evening meetings and for inclusion in the annual report.

· Produce a weekly attendance report for the Headteacher to award weekly attendance awards and a weekly report for inclusion on the school newsletter.

· Ensure that Risk Assessments are completed by parents for children who are attending school with injuries.

· Support the undertaking of all fire drills, training and procedures - liaising with the Fire Service, Site Manager School Business Manager and Headteacher, including Fire Marshal training.

· Provide Paediatric and First Aid at Work on a daily basis to pupils and staff.

· Daily administering of medication for identified pupils and administering medication to pupils following requests by parents (following policy and procedures).
General 

· Comply with and promote policies and procedures relating to safeguarding, child protection, equal opportunities, health and safety and security, confidentiality and data protection; reporting all concerns to an appropriate person. 

· Carry out all duties with regard to the school’s policies and codes of conduct. 

· Participate in training and other learning activities as required and actively participate in appraisal and professional development processes. 

· Set high expectations of conduct, whilst acting as a good role model for others. 

· To communicate effectively with parents of pupils and with persons or bodies outside the school.

· Ensure that output and quality of work is of a high standard and complies with current legislation / standards. 
· To work as a team member and contribute positively to effective working relationships within the school.

· Support the school with its fundraising and community events during and outside of school hours.

Support for Parents 

· Assist parents, carers, other stakeholders and outside agencies with general enquiries. 

· Undertake reception duties, answering telephone calls and face to face enquiries, as required. 

· Undertake routine administration including photocopying and documentation completion. 

· Use telephone, text messages and email (e.g. ParentMail) to contact individual parents, groups of parents and the whole parent body when necessary at the request of the Headteacher, SBM or SLT member.
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Person Specification
	Area
	Essential 
	Desirable 

	1. KNOWLEDGE 

	Knowledge and Understanding of:
· Ofsted’s and school’s requirements for safeguarding, Child Protection Equal Opportunities, Health & Safety and SEN
· Financial legislation and practice affecting schools.

· School’s Financial Procedures

· Understanding of current Health and Safety legislation and best practice.

· SIMS and skilled use of its different elements 
· Links with other outside supporting agencies
	

	2. Skills
	Have the ability to:

· Communicate effectively and efficiently with excellent interpersonal skills, whether that be with children, parents, staff, the community or external agencies in a variety of formats.

· Establish and review targets, making appropriate decisions.

· Work as a highly effective member of the whole school team

· Support financial management through separation of duties
· Produce a range of periodic reports.

· Plan, organise and prioritise work, meet deadlines, ensure the smooth running and professional practice of the school office
	

	3. EXPERIENCE


	Experience of working:

· Effectively and collaboratively as part of a team
· In a school office environment

· To procure resources at best value

· Effectively with Microsoft Office systems (Word, Excel, PowerPoint)

· Effectively with the SIMs software in all areas
· With parents, setting targets and holding them to account for missing agreed targets
	· Financial Management


	4. QUALIFICATIONS
	· Maths & English GCSE grade C (or above) or their equivalent.

· IT Software certifications – relevant to the position

· First Aid at Work, Paediatric First Aid certificates
· Safeguarding, Prevent and Neglect training

· SIMS Attendance Training
	· Defibrillator training
· Attendance Officer Certification/ Qualification

	5. APPROACHES TO WORK

	· Commitment to support and uphold the Catholic ethos and values of the school 

· Highly effective organisational and co-operation skills

· Energetic, honest, reliable, flexible, committed, well-motivated and enthusiastic 

· Open-minded and receptive to new and challenging ideas with a “can do” attitude, sense of humour, willingness to learn and be approachable
· Commitment to safeguarding, equal opportunities and inclusion for all
· Ability to work with parents and the community

· A caring manner which brings about respect and gives a sense of security for our children

· Commitment to professional development and whole school improvement
· Ability to use own initiative to proactively seek improvements to current systems, procedures and processes.
	· Ability to implement  new initiatives and evaluate their effectiveness, reporting their findings to the line manager
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