Wirral Hub Attendance and Welfare Manager

	Salary / grade range 
	SCP 27-30 (£38,220 - £40,777 FTE)
Working TTO + 20 days
Actual Salary: 

	Location 
	Co-op Academies Trust - Wirral Region

	Reports to 
	Director for Behaviour and Attendance 




	Purpose of role: 

We are looking for a regional level attendance manager, who will lead the team of Attendance and Welfare Officers to enable them to work with both our young people and their families to improve their attendance at school across the Wirral region. In addition to leading the team, the purpose of this role will be to work directly with attendance leads across the Wirral schools at primary, secondary and special) to provide CPD, advice, guidance and support to ensure continuing improvements in attendance across  the region. Part of the role will be to develop comprehensive systems for the AWOs to work within and hold staff accountable. This post holder must be prepared to undertake initial and update DSL training. This is an exciting, new role and an opportunity to influence attendance work in a cluster of schools and contribute to Trust Wide policy and practice. 

The Schools you will be potentially working with are:

· Co-op Academy Woodslee
· Co-op Academy Portland
· Co-op Academy Hillside
· Co-op Academy Bebington

If/when more academies join the region, the scope & reach of this post may be extended to include these.




	Key accountabilities (and specific duties / responsibilities): 
· To manage the attendance and welfare officers to ensure effectiveness
· To develop guidance and processes which support raising attendance across the schools
· To implement and monitor systems for effective tracking of attendance intervention.
· To ensure the Attendance and Welfare team are effective and have a measurable impact.
· To lead termly meetings with school SLT outlining progress and impact and next steps
· To coach and develop all members of the Attendance and Welfare team
· To keep up to date with training and best practice in the area of attendance 
· To maintain an oversight of safeguarding linked to attendance and welfare (DSL training)
· To ensure that any safeguarding concerns are passed onto the school based DSL with professional urgency and conduct follow up activity to ensure these are followed up 
· To ensure lone working procedures and risk assessment arrangements are in place 
School Support
· To add and build capacity across the Wirral schools, supporting the particular challenges in matters of attendance.  
· To be a source of information, advice, support and training for all school attendance leads
· To lead by example including attendance network events for attendance managers
· To maintain an overview of Wirral and Trust attendance and use data to spot patterns and trends. To use this to inform action planning to improve whole school attendance. 
Health and Safety 
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who  may be affected by your actions or inactions 
· Be aware of and comply with policies and procedures relating to child protection, inclusion,  health, safety and security, confidentiality and data protection, reporting all concerns to an  appropriate person 
Continuing Professional Development 
· Undertake any necessary professional development taking full advantage of any relevant training and development available
· Undergo appropriate training in order to develop skills for the post




	Personal attributes required (based on job description):

	Attributes 
	All attributes are  essential, unless  indicated below as  ‘desirable’
	Measured Application  form (A),  
interview (I)

	Qualifications 
● GCSE or equivalent in Maths and English at Grade 4 or above
● A full and clean driving license 
● Relevant level 3 qualification
	
	I, A

	Experience 
· Working with young people 
· Working with families 
· Record keeping 
· Experience of working school attendance team 
· Experience of school management information systems (MIS)
· Use of Arbor as an MIS
· Liaison with external agencies
· Designated Safeguarding Lead Training
	


Desirable 
Desirable  
	I, A
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	Skills, Ability, Knowledge 
· Designated Safeguarding training 
· Attendance legislation 
· Secondary education knowledge 
· Excellent organisation and administrative skills
· Excellent oral and written communication skills
· Excellent ICT skills 
· Ability to forge relationships 
· Ability to prioritise work and organise own time 
· Accuracy and attention to detail
· Ability to develop others and lead a team
	
Desirable 
	I, A

	Personal Qualities 
· Excellent attendance record 
· Flexible and adaptable 
· Able to use initiative 
· Good team leader and team member 
· Excellent role model 
· A commitment to personal professional development
	
	I/A



This post is subject to an enhanced DBS check. We value variety and individual differences, and aim  to create a culture, environment and practices at all levels which encompass acceptance, respect and  inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and  principles, and the Ways of Being Co-op.
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