THE HOWARD PARTNERSHIP TRUST
Three Rivers Academy
STUDENT ATTENDANCE MANAGER JOB PROFILE 


	Grade 
	Job Title 
	Capsule job profile 
	Competencies 
	Qualifications, Training and Development 

	
	Student Welfare & Attendance Manager 
Reporting to Assistant Principal for Attendance
27 hours per week/39 weeks per year 

	Under the direction of the PA to Head of School & Office Manager and professionally reporting to AP for Attendance.  Working as part of the Main School Office team and other school administrative staff where appropriate.  
Share line management of Student Welfare & Attendance Administrator

Main Duties:
· Ongoing monitoring of attendance for students in Years 7 to 13.  Identify students who require support with their attendance and those that have significantly improved for commendation
· Liaise with key members of staff both within the school and outside agencies regarding students of concern, referring as necessary
· Raise attendance issues with parents, meeting both students and their parents in order to support them to improve attendance

· As lead for the school, attend and hold meetings with the Education Welfare Officer and other relevant agencies who are able to support students in improving attendance.  Liaising with members of school staff both prior and on all outcomes
· Produce reports, summaries and all related documentation with regards to attendance as and when required

· To maintain a flexible working approach within the Main Office guaranteeing the Admin Team work cohesively together to provide an outstanding reception service for  both visitors and students alike

· To deal with all student enquiries and concerns taking the appropriate action where necessary.  Relaying messages to teaching staff and parents and following up when required 

· Ensure all  parents, visitors and contractors to the school are cascaded, in line with the school safeguarding policy

· In the event of absence, covering colleagues work as appropriate
· Perform other reasonable duties in line with the school’s job requirements
· Maintain confidentiality in and outside of the workplace
· Be pro-active in matters relating to health and safety and report accidents as required
· Support aims and ethos of the school, setting a good example in terms of dress, behaviour, punctuality and attendance 
	The following list is not exhaustive but is intended to clarify essential attributes required to perform this role.  The school provides a supportive environment and its success is based on the quality of teamwork and personnel already working here.  Personal skills and qualities are therefore of considerable importance

· Able to deal with confidential material with the sensitivity required

· Excellent inter-personal skills
· Good attention to detail

· Good time management, well organised and able to prioritise workload, both individual and shared

· Able to work under pressure and to deadlines

· Able to work alone or in a team

· Punctual

· Proactive and adaptable

· Hardworking and committed

· Uphold and support the School’s Policies and procedures on the Safeguarding of young people


	Good education to GCSE level in English. Maths and Science or equivalent – Grade C and/or above.
Training and Development to include:
· Induction training

· On Job Training

· Familiarisation with School policies and practice

· Support Staff Performance Management Programme

· Safeguarding Training

· SIMS / VLE
The job holder will be expected to participate in training and personal development opportunities.
The successful candidate will be subject to a satisfactory enhanced Disclosure from the Disclosure and Barring Service (DBS).
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
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