JOB DESCRIPTION


POST:


Apprentice Attendance Officer 
RESPONSIBLE TO:
 Education Welfare Officer 
GRADE/LEVEL:
Apprentice minimum wage 
CORE PURPOSE:
To work as part of the Attendance Team providing an efficient, courteous and effective administration service to the Academy
Working within the Attendance Team, the post holder will:

· Support the implementation of the Academy’s vision and values

· Ensure that the Academy policies are promoted and adhered to

· Contribute in the Academy to developing a learning culture with high expectations in a safe and secure learning environment

· Foster effective relationships with parents/carers and students in the Academy
Specific responsibilities:
· To assist in the updating and monitoring of class registers

· To assist with any attendance related queries under the guidance of the Attendance Officer/Education Welfare Officer

· To provide clerical support to the Attendance Team and other departments when required

· To use multiple IT systems to write letters, maintain student records and analyse data

· To produce reports as directed by the Attendance Officer/Education Welfare Officer

· To support with the distribution of incoming and outgoing messages

· To undertake general office duties including the distribution of mail, filing and photocopying

· To establish effective working relationships with staff, students and external professional bodies
Developing self and working with others

· To actively engage with the appraisal process and have a commitment to own professional development
· To create and maintain good working relationships with all members of the Academy community

· To set an example to students in work ethic, conduct, dress code, punctuality and attendance
· To recognise own strengths and areas of expertise and use these to advise and support others

· To show a duty of care and take appropriate action to comply with Health and Safety requirements at all times

· To demonstrate and promote commitment to Equal Opportunities and to the elimination of behaviour and practices that could be discriminatory.

VARIATION IN THE ROLE

Given the dynamic nature of the role and structure of the Academy, it must be accepted that as the Academy’s work develops and changes, there will be a need for adjustments to the role and responsibilities of the post.  The duties specified above are therefore not to be regarded as either exclusive or exhaustive.  They may change from time to time commensurate with the grading level of the post and following consultation with the post holder.

EQUALITY AND DIVERSITY 

The Academy is committed to equality and diversity for all members of society. The Academy will act to discharge this responsibility, but many of the actions will rely on individual staff members at to embrace their responsibilities with commitment, and ensuring a positive and collaborative approach to Equality and Diversity. This will require staff to support the Academy’s initiatives on Equality and Diversity which will include embracing development and training designed to enhance practices and the experiences of staff, students and visitors to the Academy, with an all-inclusive approach that celebrates differences. 
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PERSON SPECIFICATION
Person Specification
The successful candidate will be an experienced professional who is energetic, innovative and influential, reliable and committed; whose leadership style recognises the value of teamwork. More specifically candidates should be able to demonstrate the following minimum requirements:

	Qualifications


	· Good numeracy/literacy skills evidenced to Level 2

· Commitment to complete apprenticeship programme

· Willingness to participate in training and development opportunities 

	Experience
	· Experience of development, management and operation of administrative systems (desirable)
· Experience of working in an education environment (desirable)

	Skills and Knowledge


	· Ability to use a range of ICT and data systems 
· Ability to relate well to children and adults

· Aware of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Excellent communication skills

· Able to work constructively as part of a team, understanding Academy roles and responsibilities and your own position within these

· Ability to self-evaluate learning needs and actively seek learning opportunities

· Working knowledge of SIMS (desirable)
· Appropriate knowledge of First Aid (desirable)
· Analytical and problem-solving skills (desirable)

	Attributes and Qualities
	· Organised with the ability to work to deadlines

· Friendly and approachable manner

· Self motivated

· Flexible with a ‘can do attitude’
· Professional approach

· A commitment to working as part of the whole Academy team and supporting the vision and aims of the Academy
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