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Title:

 
Attendance and Engagement Officer 
Reporting to: 
Team Leader Pastoral Support
Scale:
5

Hours:
Full time (37 hours per week) Term time only (39 weeks per year)

	Purpose of Post

The role of the Attendance and Engagement Officer is to improve students’ attendance at lessons through partnership with colleagues, parents and students. Attendance and Engagement Officers will ensure that the importance of excellent attendance and its impact on student outcomes is promoted and that students are challenged appropriately.  



Main Duties

· To contact (by phone, text and email) students and their families where students have missed lessons on the day on which they are absent

· To receive referrals from curriculum areas of students whose attendance is putting their success at risk
· To manage a case load of medium and high risk students and attend review meetings and Performance Improvement meetings as appropriate

· To undertake home visits with Curriculum Learning Managers where necessary to re-engage the most high risk students
· To collate, maintain and update data relating to activity to tackle attendance
· To keep accurate records of the tracking of at-risk students and progress made in re-engaging them
· To liaise with Student Adviser team and advise on all matters relating to attendance and support
· To liaise with Learning Managers on all matters relating to attendance
· To communicate effectively and challenge and motivate young people
· To engage with local feeder schools and promote high expectations around attendance and achievement
· To undertake training relating to safeguarding and issues affecting young people

NOTES: 

This job description is intended to provide a general guide to the duties and responsibilities of the post and aims to set this in the context of the framework within which the post holder is expected to operate.
This job description should not be viewed as a legal document not a set of conditions of service and it can be received at any time in light of the needs of City College. 
Any amendments to the job description will be discussed with the line manager and post holder and subsequently confirmed in writing. 
This job description is correct at February 2020.  It will be updated in consultation with the post holder as circumstances change. 

PERSON SPECIFICATION – Attendance and Engagement Officer 
	
	Essential
	Desirable

	Qualifications
	· A related qualification, at a minimum of level 3 or the equivalent.

· Evidence of participation in appropriate training and development
· Level 2 Maths and English
	· Experience of working in a further education setting



	Experience/Knowledge
	· Thorough understanding of the barriers to learning faced by students

· Experience of using IT systems including Excel and Word  

· Experience of managing complex caseloads
· Have an understanding of Child Protection and Safeguarding 
	· Experience of working with students with challenging circumstances

· Knowledge of local support agencies



	Skills/Competencies


	· Ability to communicate tactfully in person, on the telephone and in writing

· Ability to work with autonomy, being self-confident and able to make balanced judgements when faced with difficult situations
Ability to analyse data and interpret it to plan actions

· An extremely organised approach to work, with the ability to work on own initiative and to manage a heavy caseload

· Excellent interpersonal and communication skills, with the ability to develop and maintain effective working relationships with young people and adults
· Ability to be resilient when situations are challenging

· Excellent team working skills and flexible work ethic
	

	Personal Attributes
	· Commitment to achieving outstanding educational impact
· A high level of personal integrity, with proven experience of handling sensitive situations with tact and diplomacy and with complete regard for confidentiality

· Ability to work effectively as a team member

· Ability to work flexibly to meet changing needs

· Commitment to own learning and development

· Good record of attendance and punctuality

· Appropriate professional appearance
	


