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THE POSITION

We have an exciting opportunity for someone to join us as an Attendance and Cover
Administrator. Reporting to the Deputy Head, this is a critical role in this high-achieving
school. The Attendance and Cover Administrator is responsible for managing school
attendance, whilst also being accountable for organising staff cover and supervision
within the Senior School.

RGS is a vibrant and busy school so you will need to be able to work flexibly and show a
good use of initiative. Experience of working in a school is desirable, but not essential.
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THE SCHOOL

Thomas Horsley, the original settlor of RGS pledged his legacy to the School in

1525. Almost 500 years later, RGS continues to flourish as the premier independent
school in the North East of England and as one of the country's leading schools, and the
Sunday Times’ North East Independent School of the Decade 2020, as well as school of
the year 2021 and 2022. We regularly lead all northern schools in national league tables
and pride ourselves on academic excellence, a high level of pastoral

support, involvement in a wide range of sports and other extra-curricular activities, and
our commitment to bursaries and partnerships.

RGS has grown substantially in recent years. There are now some 1,350 students, over
270 of whom are in the Junior School. The Sixth Form of 350 students is one of the
largest in the independent sector. We became fully coeducational 20 years ago.

The school is based in the heart of the Newcastle, immediately opposite Jesmond
Metro station giving students and staff easy access via the region’s public transport
network. The school occupies over 30 acres of land and has state-of-the-

art facilities, including a major Sports complex which has a 25m swimming pool and
rock climbing wall, a Performing Arts Centre with professional standard theatre, a range
of outdoor sports’ pitches including the former County Cricket Ground.
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MAIN DUTIES AND RESPONSIBILITIES

The following list is not exhaustive but is a guideline as to the main requirements of the
role. The Attendance and Cover Administrator must be willing, flexible, and prepared to
carry out reasonable tasks not necessarily covered within this job description.

1

Working with the school pastoral team to promote good attendance and reduce
absence, recognising and acting on persistent absence.

To manage school registers and liaise with staff to ensure all registers are completed
and coded correctly, with no unexplained absences.

To manage the attendance using iISAMS database and update this with information
received from Form Supervisors, including inputting late arrivals and absences.

To contact parents/guardians when students are absent and record details of these
responses.

To record and file any medical evidence to support authorised absences.

To provide weekly reports with attendance and punctuality statistics to the pastoral
team, identifying and monitoring attendance regularities.

Support the Deputy Head and the Designated Safeguarding Leave (DSL) to ensure
that the school complies with the legal and safeguarding obligation of the School

with regards to attendance.

Keep consistent records compliant with the Department for Education guidelines
and for the independent inspectorate.

To keep an up-to-date knowledge with regards to new regulation developments
and disseminate this information as appropriate.

Oversee the monitoring of the attendance records and ensure they are up to date.

To liaise with the Database Manager and IT Support regarding maintenance of the
iISAMS registration recording system.

Support the Deputy Head to ensure all aspects of the School’s Attendance Policy
are delivered in line with the aims and objectives of the School.

To manage supervision throughout the Senior School and ensure all duties are
covered.

To manage and organise cover for absent teaching staff in the Senior School.

To keep records on covers completed by individual staff to ensure that procedures
are followed.
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i To provide staff with cover information by the start of the day and when
emergencies occur.

1 To work with HR staff regarding absent staff and cover issues, as well as leave of
absence requests.

9 Support the the Deputy Head to ensure the school meets its statutory legal
obligations and targets with regards to school attendance, punctuality and
safeguarding.

9 Provide occasional cover for absent colleagues in the general office and reception,
and provide administrative assistance, as and when required.

QUALIFICATIONS/TRAINING/KNOWLEDGE/SKILLS

Previous experience in a similar role is desirable, but not essential as training and
support for this important role will be provided. Crucially, the successful candidate will
be willing to learn, highly organised and ready to deliver an efficient and effective
service.

The Attendance and Cover Administrator should demonstrate the following qualities:

ESSENTIAL

I Stronginterpersonal and communication skills.

I The ability to build strong relationships across all levels of the school.
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i Strong organisational and administrative skills with the ability to prioritise and
work on own initiative.

1 Able to recognise the important of accuracy and has a great attention to detail.

9 Excellent time management skills and the ability to prioritise, manage workload
and work to tight deadlines.

1 Ability to work autonomously and work on own initiative.

I Practical and logical; ability to be efficiently reactive to problems that arise
throughout the day.

I A positive proactive and forward-thinking manner.

1 Ability to input information and data accurately.

1 Ability to adapt to new systems quickly.

1 Ability to effectively maintain accurate records.

1 Ability to collate information and disseminate as appropriate.

1 Ability to maintain a high level of confidentiality at all times.

1 Willingness to be an effective team member and contribute to the wider life of
school.

DESIRABLE

i Previous experience working in an educational environment.
Previous experience in an administrative role.

1 Good working knowledge of Microsoft Office 365.

1 Experience of working with a school MIS (RGS uses iSAMS)
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LIVING IN THE NORTH EAST

Whilst the North East is beloved and popular with so many, we know that not everyone
will have had first-hand experience of it, so this is a short introduction to a city and region
which we love, and believe you will too. Newcastle is a medium-sized city with an historic
centre and a vibrant life of its own. There’s culture and arts in the form of the award-
winning BALTIC Art Gallery and The Sage, alongside several theatres that attract national
touring productions. There’s music from classical to club and we are home to the Royal
Northern Sinfonia. There’s also a growing food culture with some fantastic restaurants.

If you like sport then there’s certainly no shortage of top-class entertainment: from
Premier League football being played at St James’ Park and EFL at the Stadium of Light to
first class cricket at Durham (a mere half hour away), and great rugby at the Falcons, not
to mention basketball and even ice hockey, and then there is the annual Great North Run.
The North East has also produced some of the country’s finest athletes in track and field
and there are clubs aplenty to get involved with, most famously in Gateshead.

The coast and the hills are minutes away from the city centre. By car you can be in the
middle of nowhere in 45 minutes, the Scottish Borders is onlyh
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