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JOB PROFILE
Job title:   		16-18 Attendance Officer
Grade:			£22,725 – £23,775, Band 4
Accountable to: 	Head of Student Experience


General Duties and Responsibilities
· To contribute to the strategic direction and operational effectiveness of the College.
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the College.
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement.
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, funding agencies and other representative bodies.
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff.
· To complete and remain up to date with Mandatory Training.
· To participate in the College Professional Development and Review (PDR) Scheme.
Specific Duties and Responsibilities
1. To assist the 16–18 Team at The Adams Campus to deliver an efficient and accurate data service, following Nottingham College systems and procedures, with particular regard to the specific safeguarding responsibilities of the Team.
2. To act as a point of contact for Safeguarding for the 16–18 Team at The Adams Campus, including students, parents/carers, staff, schools, local authorities and other relevant agencies.
3. To be a first point of contact for 16–18 students and their parents/carers who report absences, health issues, support needs and other concerns; where appropriate, resolve these or refer to the relevant member of staff.
4. To have a good understanding of the 16–18 provision at The Adams Campus to field and answer initial enquiries and direct students, parents/carers and other stakeholders to the relevant member of staff as appropriate.
5. To offer progress support to students, parents/carers and relevant external partners by liaising with tutors to collate missed work and forwarding this on where appropriate.
6. To monitor the daily 16–18 attendance report at The Adams Campus and follow up all identified absences in accordance with College attendance procedures.
7. To use CLM to report daily attendance marks where appropriate.
8. To follow up on all unmarked registers by contacting tutors, FAMs and other support staff to maintain an accurate and timely record of attendance.
9. To monitor attendance records for 16–18 students at The Adams Campus and report any concerns to the relevant 16–18 Coordinator and Manager.
10. To work with MIS so that data, including enrolment, registers and attendance, is accurate and to support any work required for funding returns or invoices, developing and maintaining a knowledge of funding methodology.
11. To manage, maintain and store accurate student records in accordance with funding, audit and data protection requirements, including records of attendance, achievement and destination.
12. To update curriculum teams, relevant external partners and parents/carers on learner progression status, e.g. withdrawal, transfer, early completion, change of address and other relevant changes.
13. To support the enrolment system, ensuring accuracy of eligibility and entitlement within the funding guidelines and ensuring that students are enrolled on the correct programmes and courses.
14. To support the setting up of courses from the College Business Plan and update changes using the agreed protocol.
15. To support the compilation of relevant 16–18 course and student information materials by providing accurate course information and supporting the distribution process where required.
16. To support curriculum areas with timetabling and rooming, following the Timetabling Guidelines and implementing updates and changes.
17. To assist in contacting students and parents/carers to inform them of information impacting on their courses, e.g. sending texts, emails and letters regarding student reviews, trips, mock examinations, room and staffing changes.
18. To assist with the application and enrolment process for 16–18 students at The Adams Campus.
19. To assist in carrying out rooming, register and learner records audits, both internal and external, and to implement action points identified by audit.
20. To assist in providing data requested by internal and external agencies, complying with GDPR, FOI and College procedures relating to confidentiality.
21. To assist and direct College staff on how to access relevant data sources.
22. To provide general administrative support when requested, including typing, label production and preparation of standard letters and communications.
23. To assist with the planning and delivery of 16–18 events at The Adams Campus and attend events to support the team with set-up, welcoming students and parents/carers, and delivery of events, e.g. Parents’/Carers’ Evenings, Celebration of Achievement events, student induction events and other student engagement activities. These may take place outside of normal working hours.

NOTE
This job profile provides an overview of the principal duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.
This job profile does not form part of your contract of employment.

PERSON SPECIFICATION
	Role:  16 – 18 Attendance Officer
	E/D
	A
	I
	T

	Qualifications:  

	1
	Educated to a minimum of level 3 qualification
	E
	X
	
	

	2
	Level 2 qualifications in English and Mathematics
	E
	X
	
	

	3
	IT qualifications/experience.
	E
	X
	
	X

	4
	
	
	
	
	

	Experience and Skills:

	5
	Experience of managing your own workload including a caseload of learners.
	E
	X
	X
	

	6
	Of delivering training and/or events to young people. 
	D
	X
	X
	

	7
	Of working within an educational environment.
	E
	X
	
	

	8
	Of working with 16 – 18 learners.
	D
	X
	X
	

	9
	The ability to analyse and interpret data and reports.
	E
	X
	
	X

	10
	Working with a range of external partners & agencies.
	E
	X
	
	

	11
	Good communication skills including the ability to positively influence young people.
	E
	X
	X
	

	12
	Of public speaking or delivering workshops/lessons
	D
	X
	
	

	Personal Attributes: 

	13
	Tenacious self-starter; structured yet flexible approach to tasks
	E
	X
	
	

	14
	Knowledge of Microsoft office systems
	E
	X
	
	X

	15
	Have the ability to travel between work base and other places of business
	E
	X
	
	

	16
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	
	

	17
	Commitment to quality and excellence through evidence of continuing professional development
	E
	X
	
	

	18
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	X
	X
	




KEY:
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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