William Torbitt Primary School
Attendance, Welfare and Admissions Officer 
Job Description

Hours of work: 8.15am – 4.15pm (Monday to Friday) 45-minute lunch (unpaid)
36 hours per week – term time only (plus 10 days during holidays)
LBR6

Responsible to: Head of School, Executive School Business Manager and Office Manager
Line Manager: Office Manager 

Main Responsibilities, Task and Duties
· To be an ambassador for the school when meeting parents and other visitors 
· To Provide an efficient and effective office that supports the best possible outcomes for the children at William Torbitt.
· Form and maintain appropriate relationships with personal boundaries with children, young people and parents.
· Offer a professional service and be a welcoming face of the school resolving minor matters, referring more serious matters to appropriate members of staff and visitors.
· To be trusted and respect confidentiality using discretion with issues of a sensitive nature and compliance with data protection. 
· Under the direction of the Office manager and using own initiative, work as part of a team, carrying out tasks to increase the office efficiencies when required, for example welcoming visitors, answering phones, hospitality, photocopying, administrative duties
· Ensure professional and friendly hospitality to all stakeholders, offering refreshments, organising and preparing meeting rooms, clearing away afterwards and keeping the kitchenette clean and tidy in the absence of the Admin/Receptionist. 
· To undertake any other particular duty reasonably assigned by the Executive Head teacher from time to time.


Attendance
· Lead on all aspects of attendance, including (but not exhaustive of) reporting to Governors, working with the EWO, safeguarding, being fully compliant and keeping Office Manager updated. 
· To collate and accurately present weekly attendance statistical information as a report for the Executive Head teacher.
· To liaise with the EWO and EHT in relation to unauthorised pupil holidays.
· Ensure all registers are completed on a daily basis to ensure there are no missing marks or unexplained absences remaining. 
· Maintain an accurate system for students signing in and out of school, outside of registration times.
· Collate and report on attendance to stake holders and Executive Head Teacher accurately identifying trends and patterns across the school.

· Monitor punctuality, create reports and issue punctuality letters to key families with concerns of regular lateness. Escalate any ongoing concerns as per the Attendance Policy to the Senior Leadership Team.
· Liaise with the DSL of any vulnerable children who are not attending school.
· To accompany the DSL or DDSL a home visit if required

Admissions
· To take responsibility for Reception to Year 6 including In year school admissions including tours, home visits, SAM’s allocations, CTF transfers, home visits, open evenings etc.
· Ensure pupil files are created with the relevant documents and stored appropriately.

Medical and Welfare:
· To lead on all aspects of medical and welfare for pupils. 
· To provide first aid to students and staff when necessary, and notify the correct staff member and/or parents as appropriate to the situation.
· To control and monitor medications prescribed to pupils including the supervision of administering medication at appropriate times
· Ensure that medicines are stored securely, up to date and labelled correctly. 
· To be responsible for all first aid kits, defibrillator and ensure first aid supplies are well stocked at all times and within expiry dates. 
· To ensure all lists of first aiders are displayed in designated locations within the school.
· To be responsible for the allocation of first aid kits used for all trips and ensure off site forms have been completed.
· To attend emergency incidents within the school for pupils or staff on site and undertake action to stabilise the incident, inform parents/carers/next of kin as appropriate, which may include calling emergency services, and keep accurate records and follow procedures which could include reporting online to LBR. [RIDDOR]
· To assist with the school Vaccinations programme, NCMP programme and Fluoride Dental Team working closely with the teams, providing them with reports and data, coordinating dates and times, informing parents/carers of when the programme is taking place, creating a timetable for members of staff to ensure smooth running of the day.
·  To lead meetings in school with medical professionals to write care plans for children.
· To write and lead meetings with parents to agree risk assessments and first aid requirements for pupils.
· To ensure those involved in the care of pupils with medical needs know how to administer any necessary medication 
· To liaise with Inclusion Manager/SENDcO about appropriate admission times for children with medical needs
· Update and distribute first aid policies (Welfare, first aid, attendance)
· Provide pupil data, including admissions and leavers to the school nurse and NELFT teams.

Administration:
· [bookmark: _Hlk200972526]To support with the efficient organisation of parents evening bookings.
· To oversee the administration of after school activity clubs 
· Monitor the admin in the absence of the Office Manager.
· To send text messages and emails to parents via the Parent mail system
· Perform admin duties throughout the school day: acting as a point of reference for receiving calls, children, parents, visitors, assessment papers and telephone enquiries.
· Adhere to school procedures and ensure that staff receive messages (telephone, email, parent mail, face to face) promptly and accurately.
· Responsible for booking training for staff and liaising with the Head of School for training dates required. 
· [bookmark: _Hlk200972465]To publish minutes for Governing Board meetings in a timely fashion, ensure minutes are copied up accurately and sent all relevant persons. 
· To provide administrative support to the School Governors; minute management, providing information and documentation across two schools and updating the governors page on the school website. 
· To maintain the Single Central Register under the direction of the Executive School Business Leader. 
· To ensure all policies are up to date and published on the schools internal systems and the school website. 


[bookmark: _Hlk179289349]Safeguarding:
· Ensure safeguarding procedures are followed for all visitors.
· Contribute to the safeguarding and welfare of children in the school.
· Ensure the main access and egress points of the school are kept secure

Support for the school:
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· To promote the vision, aims, values and overall ethos of the school and to contribute to their development.
· To play a full part in the life of the school, including attending staff meetings, weekly office meetings, briefings, INSET, CPD, Professional development and training.
· To undertake any other particular duty reasonably assigned by the Executive Head teacher from time to time.
· Be aware of and support difference, and ensure all pupils have equal access to opportunities to learn and develop
· To stay late for planned events including parents evening, Governing body meetings and pupil performances when required to do so. 
· Appreciate and support the role of other professionals 
· This job includes regulated activity as it involves working directly with children. 
· The job description can never be fully descriptive and exhaustive. It is expected that staff will respond to emergencies as they arise. It is also expected that staff will show flexibility in their duties during busy periods and periods of staff absence. The post holder must comply with the LBR Equal Opportunities Policy and Health and Safety and all school policies.




Person Specification:
	
	Essential
	Desirable 

	Experience
	General clerical & administrative knowledge
Working in a school office
	Experience in School attendance
Good ICT skills

	Qualifications/training 
	Good numeracy and literacy skills – qualifications in English & Maths (C grade GCSE)
	First aid trained

	Knowledge/skills
	Keyboard and computer skills. Participate in training and development opportunities. Ability to relate well to children and adults. Work constructively as part of a team, understanding school roles and responsibilities and your own position within these. Good level of English language.

	Good understanding and ability to use relevant technology eg: photocopier.




