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Dear Applicant,

Thank you for your interest in the post of Attendance and Administrator Officer.

Longney CofE Primary Academy is part of a wider family of schools. Originally
established in 2012 as one of the first Diocesan Multi-Academy Trusts, The Diocese of
Gloucester Academies Trust is now recognised as a successful and growing Trust. There
are currently 25 primary schools within the Trust family, including 23 church schools and
two community schools.

I hope the information enclosed in this pack, along with the job description and person
specification will provide you with a helpful context for this role. You may also find our
school website Longney Church of England Primary Academy - Home and the Trust
website - www.dgat.org.uk - useful sources of information.

If you would like an informal chat to inform your decision about applying for the role |
would be pleased to hear from you. I’'m sure you will find that we have much to offer.
Details of how to contact me can be found on page three of this pack.

The closing date for completed applications is 2 November 2026 Interviews are
scheduled to take place week commencing 9 November 2026.

To submityour application please emailthe completed form to recruitment@dgat.org.uk
before the closing date.

Yours faithfully

Mrs Laura Lee
Headteacher

Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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The Diocese of Gloucester Academies Trust seek to appoint an

Attendance and Administrator Officer

Longney CofE Primary Academy has an exciting new opportunity in our school office for
a highly motivated Attendance and Administrator Officer to support the smooth running

of our school and provide effective administration. The successful candidate will be

responsible for general office and attendance duties as well as providing effective

organisation and administration of the school for the pupils and staff.

We are looking for someone who:

Has the ability to maintain a positive and professional demeanour

Has previous experience of working in an office environment, preferably in school
Demonstrates very good standards of numeracy and literacy

Is able to multi-task, prioritise workload and meet deadlines

Has the ability to use own initiative

Can maintain high standards of accuracy and has a calm and methodical
approach to work

Has excellent oral and written communication and IT skills, including use of
Microsoft Office packages

Has an ability to work as part of a team

Is able to remain calm under pressure

Will develop and maintain good relationships and communicate effectively with a
wide range of people including pupils, staff, parents, governors and outside
agencies

Can show sensitivity and objectivity in dealing with confidential issues

In return, we can offer you a positive and caring work environment within a beautiful

setting and amongst a fantastic community of staff, children and parents.

The post is offered as a salary of grade 3 point 5 on a permanent basis.

This is a full time post for 27.5 hours a week

Further details and an application form can be downloaded from the vacancy area of our

website www.dgat.org.uk/vacancies

Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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If you would like an informal conversation about the role, please contact Mrs Laura Lee,
Headteacher on 01452 720461 or email head@longney.dgat.org.uk

Closing date for applications is 2 November 2026.

Other information that might help you decide if this is the role for you

Usual working days and times: Monday to Friday 8:30am to 2:30pm with
30 minutes unpaid break

Work environment e.g., classroom, shared office, own
office, elements of lone working if
applicable.

Dress code: Smart/casual

Employee benefits: Free and confidential employee

assistance programme available 24/7

High quality professional development -
please see the DGAT Continuous
Professional Development and Learning
Brochure for more information here:
https://www.dgat.org.uk/cpdl-and-
events

Free and confidential mortgage and
financial advice via Radcliffe and
Newlands Mortgages.

An exciting employee benefits platform
that provides consistent high-street
savings and a refurbished tech purchase
scheme.

Cycle to Work Scheme.

A range of clear and supportive policies.

Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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Please note:

The Diocese of Gloucester Academies Trust is committed to safeguarding and
promoting the welfare of children and young people and expects all staff to share this
commitment. An enhanced DBS check is required for the successful candidate. The
Trust also requires consent from applicants to carry out online searches of publicly
available information, including social media, prior to interview.

All posts are subject to satisfactory references.

Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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Background Information

The Diocese of Gloucester Academies Trust (DGAT) is a Multi-Academy Trust established
by the Diocesan Board of Education (DBE) in 2012 to serve schools from across the
County. There are currently twenty-two primary, one junior and two infant schools within
the Trust. Twenty-three of the schools have Church of England designation.

The Trust is happy to work with schools that are exploring academy conversion and
intends to continue to welcome more schools to our family.

Our vision is to enable all to flourish.
Our vision is rooted in our Christian foundation and our belief that all within our family
should experience life in all its fullness.

Our aims are to be:

o Authentically Christian

o Boldly passionate about excellence in learning

o Relentlessly driven in our aspiration for everyone

Our core principles:

o We aspire to be the best we can be in an ever-changing environment - providing
opportunities for all to flourish

e Within our DGAT family we cherish everyone as individuals; appreciating and
celebrating diversity

o We act with integrity; we are open to challenge and we are reflective about our
practice

e We treat everyone with dignity and respect

e Through collaboration, in a nurturing community, we grow, learn and achieve

Schoolis Trust and Trust is School
In order to support our family of schools, DGAT provides the following support:

= School Improvement

= Christian Character

= HRand Legal

= Finance and Business

= Premises and Insurance

Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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= Compliance and GDPR

= Governance

Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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Job Description

Job Title: Administrator & Attendance Officer
Responsible to: Headteacher

Line Management: Headteacher

Contract Type: Permanent

Overall purpose of this post

To carry out the functions of office and attendance administration as outlined in the job
specification.

Overall Responsibilities:
Attendance Management

- Administer all new pupil admissions, updating school literature where necessary
and creating new records on MIS platform / importing CTF files.

« Maintain accurate records of all pupils including actioning leavers via CTF export

- Manage accurate pupil attendance data.

« Ensure timely reporting of attendance information.

« Maintain and update pupil attendance records in the school’s database

- Follow up on attendance discrepancies, communicating with pupils, parents
and staff as necessary.

- Produce attendance related letters to parents upon guidance of the Headteacher

- Produce holiday request outcome letters and follow process of recording, where
fines are applicable

« Analyse and share statistics with Senior Leaders and other professionals.

« Maintain accurate records of lunch order through cashless platform.

Administrative Support
- Togreetall visitors and make them feel welcome whilst ensuring all necessary
checks are undertaken in line with safeguarding guidance and requirements.
« Be awarm, approachable point of contact for parents, carers, and visitors.

+ Perform general administrative duties to help develop the school’s relationship
with parents and the wider community.

Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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- Handle reception duties efficiently, including answering telephone, reviewing
answer phone messages email and face-to-face enquiries and forwarding to
relevant team members as necessary

« Maintain school diary and manage bookings / meeting requests and online
calendars where applicable

« Assist with school newsletters and website management.

« Support with administration of school trips including swimming and assisting
payment tracking.

- Provide general administrative support to the school office.

- Ensure confidentiality is maintained and handle sensitive information with
discretion.

- Maintain accurate pupil records and contact information

+ Create School Census return within MIS platform, review data for approval by
Headteacher.

- Atthe direction of the Headteacher make updates to the website, including the
publication of policies

- Undertake relevant training.

Standards and Quality Assurance:

= To support the ethos, aims and values of the school.

= To follow and implement school policies and procedures.

= Tosetagoodexample in terms of dress, punctuality and attendance.

= To undertake professional duties that may be reasonably assigned by the Head
Teacher, Senior Leadership Team.

= To be proactive in matters relating to health and safety and be committed to
safeguarding pupils.

Professional Development

= Be proactive in identifying professional development and training needs.
= Participate in training and development activities as required.
= Be an active participant in the performance management process.

Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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Personal Commitment

= Demonstrate the Trust’s vision and core principles throughout the job role

= Act as a positive model.

= Always be a positive advocate for the Trust.

= Take personal responsibility for undertaking all aspects of the job role and be
proactive in independently problem solving in the first instance.

= Seek support and guidance when necessary.

Other Responsibilities
= Contribute to a positive team atmosphere, and a positive image of the Trust with
all stakeholders.
= Always act professionally and with integrity.
= Contribute to effective safeguarding culture across our schools.
= Undertake continual professional development and learning.
=  Work within all Trust policies and procedures

Safeguarding Children and Young People

The Trust is committed to safeguarding and promoting the welfare of children and young
people. We expect all staff to share this commitment and to undergo appropriate
checks, including an enhanced DBS check.

Other

The current main duties and responsibilities of this post are outlined in this job
description. The list is not intended to be exhaustive. The need for flexibility, shared
accountability and team working is required. The post-holder is expected to carry out any
other related duties that are within their skills and abilities, commensurate with the
post’s banding and whenever reasonably instructed.

Diversity, equity, and inclusion are at the core of who we are. Our commitment to these
valuesis centralto ourvision and to ourimpact. We know that having varied perspectives
that are representative of the communities we serve helps generate better ideas to solve
the complex problems of a changing and increasingly diverse world.

Itis the practice of the Diocese of Gloucester Academies Trustto review job descriptions
annually to ensure that they relate to the role as then being performed or to incorporate
whatever reasonable changes that have occurred over time or are being proposed. This

10
Diocese of Gloucester Academies Trust. Registered Office: Hardwicke Parochial Primary Academy,
Poplar Way, Hardwicke. GL2 4QG. Registered in England. Company Number: 08149299
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review will be carried out by the Trust in consultation with the post-holder before any

changes are implemented. The post-holder is expected to participate fully in such
discussions and implementation.

11
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Person Specification

Essential Desirable

Personal Qualities

Committed to actively X
promoting the Christian
ethos and values of the
school

Committed to the school’'s [X
vision

Qualifications and training

Good standard of general X
education (e.g. GCSEs or
equivalent), including
English and Maths

Willingness to undertake X
relevant training and
professional development

Business administration X
qualification

Safeguarding training X
relevant to working with
children and young people

12
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Experience

Experience of workinginan [X
administrative or office-
based role

Experience of using IT X
systems, including
databases and Microsoft
Office (Excel, Word,
Outlook)

Experience of dealing with X
customers or stakeholders
in a professional
environment

Experience of workingin a X
school or educational
setting

Experience of attendance X
administration or pupil data
management

Experience of using a school X
MIS (e.g. Arbor or similar)

Experience of supporting HR X
processes (e.g. recruitment,
personnel records)

13
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Knowledge and Understanding

Understanding of general X
administrative processes

Awareness of the X
importance of data accuracy
and confidentiality

Understanding of X
safeguarding
responsibilities in a school
environment

Knowledge of how to X
manage and interpret data

Skills and Competencies

Excellent organisational and X
time management skills

Strong attention to detail X
and accuracy

Effective written and verbal X
communication skills

Ability to analyse dataand [X
produce clear reports

Ability to prioritise workload X
and meet deadlines

14
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Strong IT skills, including X
spreadsheets and data
systems

Ability to work X
independently and use
initiative

Ability to problem-solve X
effectively

Ability to develop and X
improve administrative or
financial processes

Creative skills for producing X
newsletters or school
communications

Website content X
management skills

Personal Attributes & Competencies

Professional, reliable, and X
trustworthy with high levels
of integrity

Positive and proactive X
approach to work

Strong team player who X
contributesto a
collaborative environment

15
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Flexible and adaptableto X
changing priorities

Commitment to high X
standards and continuous
improvement

Ability to act as a positive X
ambassador for the
school/Trust

Commitment to supporting X
pupils and school
community

outcomes improve systems
and processes

16
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