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Job Description

Job Title: 	Senior School Secretary/Attendance Officer 

Reports to:	Deputy Head, People

Working Time:	40 hours per week worked 8:00am – 4:30pm Monday - Friday for 38 weeks pa (36 term time weeks including INSET days plus an additional 10 days to be worked during the School holiday period by agreement) 

Purpose of Job
To provide high quality administrative and secretarial support to the Deputy Head, People to ensure the effective and smooth running of the School, prioritising appropriately. Promotes high levels of pupil attendance and punctuality by maintaining accurate electronic pupil attendance records. 

Main Duties and Responsibilities

Secretarial and Administrative Support
· Processes enquiries from staff, pupils and parents/guardians
· Takes messages for staff and pupils and ensures these are delivered in a timely manner and takes follow-up actions as required to resolve the issue
· Liaises with School Counsellor to coordinate pupil’s appointments, produces and distributes appointment sessions to relevant pupils and House staff and produces correspondence as required
· Support teaching staff with administration regarding school trips
· Logs student suspensions within iSAMS
· Production of student keycards
· Holder of school credit card and Amazon business account to assist with Senior staff purchases
· Mufti days - coordinating the collection of donations
· Maintaining the Senior School minibus bookings diary
· Taking bookings for student breakfasts and suppers
· Manages pupil lost property 
· Carries out other tasks as reasonably requested by the Deputy Head, People or by Senior School staff

Attendance Officer
· Maintains accurate pupil attendance and lateness records on the School’s database (iSAMS) on a daily basis and inputs other data relating to pupils as required, ensuring it is accurate and up-to-date at all times.
· On a daily basis, follows-up pupil absences and lateness by telephone or other means, with guidance from colleagues, making referrals as appropriate to the Deputy Head, People.
· Registers late pupils and informs Housemasters/mistresses and House Tutors. 
· Provides daily pupil registers for appropriate activities. 
· Provides accurate and timely attendance/lateness reports to academic staff, Senior Leadership Team, Heads of Department and other external professionals as required eg for court hearings.
· Liaises with outside agencies, parents/guardians, social services, other schools and/or organisations in relation to information on pupil attendance and punctuality.
· Reports any welfare and/or child protection concerns in accordance with school policies and procedures.
· Completion and submission of Migration reports to LBC
· Support the Deputy Head People in maintaining accurate information on MyConcern and transferring Safeguarding files for outgoing pupils.
· Support the Deputy Head People in logging CME reports to LBC.

General Responsibilities
· Ensures the safety and well-being of children and young people at the School by adhering to and complying with the School’s Child Protection Policy and Safeguarding at all times
· Displays correct staff identification at all times whilst on site
· Attends training and staff INSET sessions organised by the School to provide a consistent approach across the entire school staff population
· Attend Royal Russell Day and Open Day as required.
· Adheres at all times to Health and Safety legislation, and all departmental policies and procedures, to ensure own safety and that of colleagues as well as pupils and visitors
· Carries out any other reasonable duties as requested by members of the Senior Management Team.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all possible job responsibilities, tasks, and duties. The job holder’s actual responsibilities, tasks, and duties might differ from those outlined in the job description, and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.

October 2021


Person Specification –Senior School Secretary/Attendance Officer

The person specification focuses on the range of criteria required to undertake the role effectively.  Candidates will be assessed from their Application Form and personal statement (A), interview (I) and by an exercise (E), Task (T) or Lesson Observation (L) as appropriate.

	Criteria
	Essential
	Desirable
	Measured by/evidence

	Education and Qualifications
	· GCSE in Maths and English at Level 4 or above, or equivalent
	
	A

	Knowledge and skills
	· Ability to prioritise own workload and work flexibly, and at times under pressure, meeting deadlines 
· Proficient in Microsoft office packages, especially Word, Excel, Outlook and Internet explorer, with fast accurate typing skills (training will be given on school databases)
· High attention to detail and ability to consistently enter data and information accurately 
· Ability to concentrate whilst working in a busy office 
· Good organisational skills
· Excellent interpersonal and customer-facing skills with a warm and friendly manner, good written and verbal communication skills, ability to foster good working relationships with staff, pupils and parents/guardians
· Ability to work on own initiative, to a high standard, and to prioritise work to deadlines
	






	I


I/A/T




A/I/T


I

I/T
I/T





I/T



	Experience
	· Proven high-level secretarial/administration experience in a professional environment
· Experience of working with databases and of data input
	· Previous experience within a school environment 
	A/I


A/I/T

	Personal competencies and qualities
	· Presentable and comfortable in a ‘front of house’ role (welcoming visitors, meet and greet)
· Ability to maintain confidentiality at all times
· Pro-active making suggestions for improvement and change
· Has an understanding of the independent education sector, and effectively promotes the benefits of Royal Russell School
	
	I


I

A/I

I

	Other requirements
	· Commitment to promote and safeguard the welfare of children, young persons and vulnerable adults
· Flexible approach to working hours, willing to assist with peaks in workloads 
· Empathy with the ethos and aims of Royal Russell School 
	
	I


I
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I acknowledge receipt of this job description dated October 2021 and agree to undertake the duties and responsibilities contained within it. I understand and accept that the contents of this job description may be varied at a later date to include other responsibilities of an equivalent level in line with my qualifications, skills and experience. 

Signed: ………………………………………………….. 		Dated: ………………………
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