
 
 

Role:  Attendance Officer 

 
Responsible for: To be the lead attendance officer across a number of academies working 

collaboratively with all stakeholders. The post plays a key role in supporting 
families to improve their child’s attendance and thus attainment. 

 
Responsible to:  Headteacher 

 
Purpose of Role: To maintain accurate data, provide analysis and early identification of attendance 

issues to ensure that the school can work proactively with parents to avoid issuing 
penalty notices and court action wherever possible. 

 
Main Areas of Responsibility and Tasks: 

 
 

 be responsible for recording all attendance data and reasons for pupil absence 
 

 be the first point of contact for all attendance issues in the academy  
 

 generate and interpret attendance statistics, creating data reports 
 

 manage the system for making parents aware of non-notified absence  
 

 monitor particular attendance issues and refer cases to the Leadership Team when required 
 

 provide information to Senior Leaders so that they are equipped to encourage good attendance 
 

 provide regular updates to relevant staff on pupil attendance with targets and strategies for 
improvement 

 

 liaise with appropriate staff 
 

 follow up on missing registrations raising immediate issues with the Senior Leadership Team 
 

 follow up on missing reasons for absence and monitor late arrivals 
 

 attend and participate in meetings as required 
 

 liaise with the Senior Leadership Team to improve attendance rates 
 

 manage correspondence in respect of attendance, issuing letters and liaising with the Senior 
Leadership Team as appropriate 

 

 contribute to the attendance strategies and systems 
 

 be aware of and comply with policies and procedures relating to child protection, safeguarding, 
pastoral issues, health and safety, security, confidentiality and data  protection; reporting all concerns 
to the appropriate person 

 

 arrange and lead on home visits with the aim to engage with families and improve attendance 
 

 generate all paperwork and maintain pupil records relating to attendance 
 
 

 



 
 

Person Specification 

 

Role: Attendance Officer 
 
The L.E.A.D. Academy Trust is committed to Safeguarding and promoting the welfare of the children and 
expect all staff and volunteers to share this commitment.  In choosing a Attendance Officer, L.E.A.D. 
Academy Trust will be looking for a candidate who closely matches the following: 
 

Job Related Knowledge, Experience and Qualifications Essential Desirable 
An understanding of legislation relating to school attendance   
Additional professional qualification or training relating to this post   

A knowledge and understanding of the education system    
Experience of working in a related area of work   

Educated to GCSE level or above   
 
 

Skills and Abilities Essential Desirable 
Experience of managing MIS systems for reporting to management and other 
stakeholders 

  

Knowledge and understanding of relevant data analysis and reporting 
requirements for schools/academies 

  

Experience in a school or college in a similar role   

Extensive experience and knowledge of using Microsoft Office Suite   
Ability to work with families and guardians in a collaborative way to maintain 
positive relationships with the school 

  

Ability to create a culture of positive attendance   
Evidence of effective work with a range of agencies including Local Authority or 
similar 

  

Excellent record keeping skills   
Ability to work effectively with a range of internal and external stakeholders   
 
 

Other requirements Essential Desirable 
Analytical, flexible and innovative thinker   
Ability to work under pressure, with accuracy, unsupervised and on own 
initiative 

  

Commitment to the highest standards    
High level of motivation and versatility   
Optimistic and “can do” personality   
High level of personal commitment to the role and personal accountability for its 
fulfilment 

  

A reliable team player   
Commitment to develop professionally through CPD   
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