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Job Description
Receptionist and Attendance Officer 
(This post in subject to DBS checks)


Last updated: March 2026
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Job Title:            Receptionist & Attendance Officer
Job Holder:  
Line Managed By:    Headteacher



	Job Purpose: 
· To provide an efficient reception service to support the smooth operation of the school.
· To ensure attendance records are up to date to support the health and safety and safeguarding of pupils.
· To monitor attendance to see which pupils need support with attending and be part of the team which supports the improvement of this.



	Principal Accountabilities:
Receptionist
· Provide a friendly, efficient and professional reception service - greeting visitors, staff and pupils and ensure they sign in / out in accordance with school procedures.

· Answer enquiries received in person / by phone or via emails – responding to queries / relaying messages and acting on instructions as needed and referring on where appropriate

· Prepare registers and update records (eg for school dinners, staff registers) and ensure information is shared as required

· Prepare and distribute routine home / school correspondence for approval by Headteacher

· Assist with the organisation of school trips / clubs – ensuring all required records and permission slips are available to the group leader.

· Maintain school diary and arrange meetings / room bookings / visits from external agencies as required

· Undertake a range of administrative tasks to support the efficient operation of the school – including word processing / data entry / filing 

· Attend to minor first aid incidents involving children.


Attendance Officer
· Complete attendance daily including any first day absence calls. 
•	Input attendance data and investigating any missing data, and maintaining accurate attendance records, and investigating unexplained absences. 
•	To ensure the electronic registration system is updated daily investigating any missing data with class teachers. 
•	To record student absences and late arrivals on Management Information 
            System (Bromcom), maintaining accurate attendance records. 
•	To make initial enquiries with parents/carers regarding unexplained absences/lateness - including first day calling. 
•	To monitor the attendance of students referring concerns to the Headteacher.
•	Promote good attendance within the school. 
•	To process and action student holiday requests. 
•	To issue routine correspondence to parents/carers regarding attendance/absence requests in accordance with the school procedure.
•	To assist the secretary with the administration of referrals to the education welfare service/issuing of penalty notices.
•	To undertake routine liaison with external agencies regarding attendance - eg PIAS/Attendance Services.
•	To collate attendance data producing routine reports and prepare statistical returns regarding attendance and submit to reporting bodies where appropriate.
•	To comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
•	Responsible for identifying attendance issues and patterns of absence/late 
            arrivals.
•	Liaise with external agencies over persistent absence or other attendance 
            issues.





	Necessary Experience:
· Good standard of education, GCSE A-C or equivalent, in English and Mathematics.
· Previous experience of working in a school
· Use of technology – Bromcom, CPOMS or equivalent, Excel, Word
· The ability to relate well to children and adults, understanding their needs and being able to respond accordingly
· Worked with adults in a professional capacity



	PERSON SPECIFICATION 

Essential characteristics Qualifications 
● At least grade C GCSE or equivalent in English and Mathematics 
● An ability to touch type 
● Administrative qualifications Personal qualities 
● Strong work ethic and capacity for hard work 
● Ability to relate well to colleagues and students and parents / members of the public 
● A professional manner 
● Ability to work well as part of a team 
● Flexibility in approach to completion of work 
● Ability to prioritise work under pressure and remain organised 
● Ability to work under pressure and meet strict deadlines 
● Generosity of spirit and a sense of humour 
● Willingness to contribute to extra-curricular activities 
● Knowledge of and genuine interest in educational issues and how they apply to this school. 

Knowledge and skills 
● Excellent interpersonal and organisational skills 
● Knowledge of Schools Information Management System 
● Attention to detail 
● Strong ICT skills, including the use of spreadsheets 
● Knowledge and understanding of school policies and procedures 
● A knowledge of Google apps 
● Knowledge and training in First Aid at work. Experience and training 
● Willingness to undertake appropriate training and professional development 
● Experience of office administration 
● Experience of working with young people, ideally within an education setting




Signed …………………………………….. 

Date ……………………………………….




Signed ……………………………………. Miss C Coombes, Headteacher

Date ……………………………………….
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