Admin and Attendance Officer
Responsible to 
Head of School / School Business Manager
Job Purpose
To provide efficient administrative support to the school office and lead on pupil attendance management and Admissions, ensuring accurate records, effective communication with families, and compliance with statutory and safeguarding requirements, in line with the school’s values.Key Responsibilities
Administration
· Provide frontline administrative support, acting as the first point of contact for parents, visitors, and external agencies.
· Manage school communications, including emails, letters, phone calls, and enquiries.
· Maintain accurate pupil records on Arbor including FSM, PP and EYPP.
· Maintain accurate staff personal, contract and absent records using Arbor.
· Support admissions, transitions, and pupil data management.
· Finance administration, including assisting with placing orders authorised by the Head of School, receipting them on arrival and following up any queries.
· Assisting with the collation of the SFVS.
· Maintaining an up-to-date Policy file.
· Administer and record pupil’s medications and ensuring medical protocols/care plans are produced with SENCo an kept up to date. 
· To produce a bulletin to be distributed to parents on a weekly basis.
· Organise staff First Aid/Fire Marshal Training and ensuring up to date certificates are recorded and on file.
· Prepare the census, check queries with HOS/SBM and submit to LA.
· Support the organisation of meetings, school clubs and events, and reports as required.
· Assist with general office tasks such as updating the website, filing, photocopying, and document preparation (cool milk/fruit and veg scheme).
Attendance Management
· Monitor daily pupil attendance and punctuality in line with statutory guidance.
· Ensure registers are completed correctly and on time by teaching staff.
· First-day calling for unexplained absences, following safeguarding procedures.
· Liaise with parents/carers regarding attendance concerns and provide support where needed.
· Maintain accurate attendance records and produce reports for senior leaders, governors, and the local authority.
· Termly Early Year Headcounts and estimates.
· Work closely with the Head of School, Executive Head, SENCo, and external agencies (e.g. Attendance Officer) to improve attendance outcomes.
· Support pastoral and safeguarding processes linked to attendance and welfare.
Admissions
· Facilitate all aspects of the annual Year R intake. Including processing applications, SAMs portal, liaising with LA, parents, carers and staff.
· Prepare new starter information packs.
· Maintain the in-year and Nursery admissions waiting list, make offers and liaise with the LA.
· Process Leavers on Arbor, report to LA, liaise with new school, create CTF and transfer records.
Safeguarding and Compliance
· Adhere to safeguarding, data protection (GDPR), and confidentiality requirements at all times.
· Process and record DBS/Pre employment health checks as appropriate for staff and volunteers. 
· New starter paperwork and chasing any outstanding references.
· Management of the ‘Inventry’ system and ensuring all visitors are signed in correctly.
· Follow school policies and procedures, including those relating to health and safety, equal opportunities, and child protection.
· Participate in safeguarding training and report concerns in line with school policy.

Person Specification
Essential
· Previous administrative experience, preferably within a school or education setting.
· Being the face of the office, we are looking for an energetic, enthusiastic individual whom is willing to challenge and improve systems efficiencies.
· Strong organisational skills with attention to detail.
· Good IT skills, including use of databases and Microsoft Office.
· Excellent communication skills with adults and children.
· Understanding of attendance procedures and the importance of safeguarding.
· Ability to work independently and as part of a team.
Desirable
· Experience using a school MIS, preferable Arbor.
· Knowledge of attendance legislation and local authority processes.
· Experience working in a Church of England school or understanding of its ethos.

Additional Information
· The post holder must be willing to undertake an enhanced DBS check and subject to 2 references.
· The role requires professionalism, discretion, and a commitment to supporting pupils’ wellbeing and achievement.
· To attend and keep up to date on attendance and admission protocols.
· To undertake paediatric first aid training every 3 years.
· The duties may be varied to meet the changing needs of the school.
