ALL HALLOWS CATHOLIC HIGH SCHOOL

School Administrative Officer 1
Grade 3 (£16,491 Pro Rata)
7½ hours per week – 08:00 to 16:00 (30 minutes unpaid lunch)
General Receptionist Duties
Welcoming visitors to the school.
Answering the telephone.

General administrative duties as required.
Attendance Administration

1. Inputting data.


2. Analysing the registers twice daily.  Ensuring registers are completed fully each day.


3. Producing absence and lates information for Learning Managers.


4. Liaising with Attendance Improvement Worker.


5. Undertaking any additional duties as directed by the Headteacher.
