Holy Family Catholic School and Sixth Form

Job Description:	Admissions, Attendance and Administrative Officer

Responsible to: 	Admin Manager

Hours:			34.5 per week, TTO plus INSET days (9am to 5pm)

	
School Vision and Ethos:
At Holy Family Catholic School, our mission is underpinned by our Aspire values and behaviour expectations Ready, Respectful, and Safe. Rooted in the principles of Catholic Social Teaching, our school is a community where every individual is recognised, valued, and supported to reach their God-given potential.
Core Roles of the Admissions, Attendance and Administrative Officer 
· To administer the admissions process under the direction of the Data Manager, Admin Manager and SLT 
· To ensure that student data is accurate and kept up to date.
· To monitor attendance
· Support admin office as part of a team
· To provide administrative support to Admin Manager and the Senior Leadership Team

Specific Responsibilities
· To work within the framework of the School’s Admissions Policy & Procedures
· To work within the framework of the School’s Attendance Policy & Procedures
· To work with key staff and external agencies to reduce levels of unauthorised pupil absence and promote whole School attendance strategies to create a positive attendance and punctuality culture.
· Administer the MIS for attendance and admission.
· To ensure the provision of a hospitable and welcoming ‘front line’ service to all visitors to the school
· To contribute to the team approach of the effective running of the School office

Routine Duties:
· To send the weekly return to the LBWF school admissions department and send daily attendance of all LAC and CIN to appropriate agencies.
· To input data accurately into MIS from manual and digital data collection sheets.
· To use the Admissions system to import and manage data through the admissions process.
· To liaise with parents and SLT to arrange Admission interviews
· To make phone calls and answer queries as required, including liaison with parents and external agencies and schools regarding attendance, admissions and student records.
· To check and follow up attendance for students, including maintaining attendance records and supporting attendance intervention procedures.
· To send ‘first day contact’ text messages to parents whose children are absent without reason and follow up with phone calls for day 2 and 3+ of absence.
· To check registers for all lessons, particularly the statutory registration times morning and afternoon and locate missing students.
· To liaise with parents regarding term time absence requests, medical appointments and supporting documentation in accordance with School procedures.
· To support attendance related safeguarding processes and liaise with relevant staff and agencies where appropriate and attend safeguarding meetings

 Other Duties:
· To provide routine support in the school office
· To cover for absent colleagues in the administrative team.
· To provide administrative support to the Senior Leadership Team.
· To provide administrative support for parents’ evenings, open evenings
· To support wider school operational systems and events where required.
· To assist with the annual stock take.
· To provide refreshments for senior staff and visitors.
· Administer first aid where appropriate training has been provided.
· Undertake any other duties as directed from to time by the Head Teacher

This job description is not exclusive or exhaustive.  Whilst every effort has been made to explain the main duties, tasks and responsibilities for the post, each individual task undertaken has not been identified. The post holder may be required to undertake duties, which are broadly in line with the above responsibilities and as reasonably required by the Headteacher and the line manager to ensure the efficient and effective operation of the school.
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Person Specification:     Admissions, Attendance and Administrative Officer

The successful candidate will be in sympathy with the Mission Statement and distinctive nature of Holy Family as a Catholic Community.  This is at the heart of every role within the school.

The Post-holder will:
· Have a record of good attendance and punctuality.
· Have good literacy and numeracy skills.
· Have excellent ICT skills
· (Ideally) have experience working in a secondary school.
· Have excellent organisational skills.
· Have excellent communication skills.
· Be willing to learn new skills.
· Be able to foster good relationships with students.
· Be trustworthy.
· Be able to respect confidentiality.

Personal Circumstances & Safeguarding
· Be legally entitled to work in the UK.
· No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable individuals.
· This post is not subject to the provisions of the Rehabilitation of Offenders Act and an enhanced DBS check is required.
· Be fit to carry out the duties required of this role.
· Has appropriate motivation to work with children and young people and can relate to them in a positive way.
· Ability to maintain appropriate relationships and personal boundaries with children and young people.
· Displays commitment to the protection and safeguarding of children and young people.



