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Student Attendance Specialist

Employee Name (Print): _______________________________________


Reports To:		Associate Principal
		
Dept/Campus:		High School					Paygrade: PP-5

Wage/Hour Status: 	Nonexempt					Date Revised: July 2021


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Plan, implement, maintain and regularly evaluate a comprehensive program to ensure successful attendance of students in the high school. Provide a proactive attendance plan for individual students to encourage their success as a student.

QUALIFICATIONS:

Education/Certification:
High School education or equivalent
Two years college education preferred

Special Knowledge/Skills:
Excellent organizational, communication and interpersonal skills
Ability to organize, implement, and maintain effective systematic processes
Ability to effectively communicate attendance requirement to students and parents.
Proficient skills in typing, word processing and file maintenance
Ability to maintain accurate records in compliance with Texas statutes and rules regarding student attendance
Patient and calm demeanor with students and others
Working knowledge of PEIMS preferred

Experience:
Two or more years experience working in a demanding environment with good conflict management skills.
Experience in an educational setting preferred

MAJOR RESPONSIBILITIES AND DUTIES:

1. Responsible for planning, implementing and evaluating an effective attendance program for individual students.

2. Outline an attendance plan consistent with state and district attendance requirements to ensure student’s successful attendance.

3. Monitor student attendance to ensure successful compliance with attendance requirements.

4. Manage weekly reports and correspondence to track excessive truancy absences and make-up hours. Maintain files of correspondence and contacts.

5. Run and cross-check various reports to ensure accuracy of truancy, make-up hours and progress.

6. [bookmark: _GoBack]Ensure that the campus is adhering to the most accurate and up-to-date statutes and rules.

7. Meet with students and/or parents to communicate attendance issues, make-up hours and an attendance plan.

8. Attend required meetings that involve truancy issues. Communicate attendance issues to the appropriate party and provide required documentation.

9. Communicate on behalf of parents/students who are unable to attend Attendance Committee meetings.

10. Effectively coordinate and communicate with students, parents, staff and outside parties to ensure successful attendance of students.

11. Compile, maintain, communicate and file all required physical and computerized reports, records and other documents.

12. Maintain an accurate knowledge base and comply with federal, state, and district policies, rules and statues concerning primary job functions including state and local attendance policies.

13. Maintain a positive and effective relationship with supervisors, coworkers, students and community.

14. Participate in professional development to improve skills related to job assignment. 

EQUIPMENT USED:
Computer, printer, calculator, fax machine, copier, multi-line telephone system, and other modern office equipment. 

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Ability to communicate (verbally and written); ability to remain productive and maintain control under stress; ability to supervise others in a non-coercive manner; maintain a clear focus on customer service

Physical Demands:
While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs and the ability to work with frequent interruptions.


The foregoing statements describe the general purpose and responsibilities to this job and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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