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Welcome from the CEO   
  
Thank you for your interest in the posi�on of  Atendance Officer within 
Northern Lights Learning Trust.   
  
We are a growing Mul�-Academy Trust that is currently made up of 3 secondaries and 7 primaries 
across Wearside and Teesside, with our central offices based in Seaham. We educate over 4200 
pupils and employ over 600 members of staff and serve a diverse range of schools and communi�es. 
Each of our schools have their own individual ethos, values and vision, which sit together as part of 
our Northern Lights vision of ‘Shining Together and Stronger Together’. As a CofE MAT, our schools 
are a mixture of Church and non-Church schools that range in size and levels of disadvantage. We see 
this diversity as a real strength to learn from and work with each other.   
  
As a Mul�-Academy Trust we are at the heart of the current educa�onal landscape, as a designated 
DfE Centre of Excellence as a Teaching School Hub and DfE Early Years Hub, responsible for teacher 
development across all ages and phases of educa�on, working with over 300 schools. We are 
collabora�ve in our approach and value professional development highly in all we do.   
  
We are looking for someone whose values align with us as a Trust and has the drive and ambi�on to 
work collabora�vely to provide the best opportuni�es and outcomes for our young people.   
  
We look forward to receiving your applica�on.   
  
Yours faithfully   
  
Jo Heaton   
Chief Execu�ve Officer  
  
  
  
  
  
  
  
  
  
  
  
  
  



  

  
 

  
  
  

 
Welcome from the Headteacher                                                  
      
I am privileged to be Headteacher at Ian Ramsey CE Academy. It is my pleasure to welcome you to 
our school.    
    
Ian Ramsey CE is a popular and oversubscribed secondary school at the heart of the  
Stockton community and its surrounding villages. There are approximately 1187 pupils on roll in 
years 7-11.  In 2022, Ofsted described our academy as a place where ‘Pupils and staff have posi�ve 
rela�onships. There is an inclusive culture built on a Chris�an ethos.’         
       
The Chris�an ethos shapes the daily culture of our school so our children feel safe and are cared 
for.  Our Academy’s mission statement, ‘Together to learn, to grow, to serve’, encompasses our 
commitment to ensuring all members of our community use the gi�s we have been given to serve 
others to learn as individuals and build the confidence to achieve their aspira�ons.        
       
We provide a broad and inspiring academic experience, which is interes�ng, challenging, and 
relevant to the needs of our pupils.  We want all our children to reach their full poten�al, to give 
them the opportunity to flourish, to recognise and develop their individual gi�s and talents and 
approach the outside world with confidence.   Our DEEP curriculum, offers all pupils a first class 
educa�on based on high-quality teaching and a range of experiences outside of the classroom.        
       
The 2025/26 academic year will be an exci�ng one for all those involved.  Whilst the most recent 
Ofsted inspec�on judged the academy to be ‘good’ in all areas, there is s�ll so much poten�al that 
is yet to be recognised and harnessed.        
      
Each member of staff plays an essen�al role in the day to day running of the school and each can 
posi�vely impact the children and young people in our care; the post of Teacher of Mathema�cs 
will be no different and is a vital role in the whole academy team.         
         
Thank you for your interest in our academy.        
Kind regards          
      
Donna Park        
Headteacher     

  
  
  



  

  
 

  
  
  
  

Atendance Officer x2  
Permanent posi�on required as soon as possible  

Ian Ramsey CE Academy  
NJC SCP 3-4   

(£24,796 - £25,185) pro rata (FTE)  37 hour 
per week, term �me only, plus 5 inset days  

  
We are seeking 2 dedicated and proac�ve Atendance Officers to join our team. The successful 
candidates will play a vital role in promo�ng excellent atendance and punctuality across the 
school, ensuring that every pupil has the best possible chance to succeed.    

   
  
The successful Candidate should:  

  

• Demonstrate high expecta�ons of yourself and others.    
   

• Enjoy working collabora�vely, being innova�ve and crea�ve    
   

• Have the skills and knowledge to ensure the school is a safe environment    
   

• Possess excellent organisa�onal skills     
   

• Have an excellent understanding when dealing with children and adults    
  

• Keep calm under pressure whilst maintaining confiden�ality     
   

• Have an enthusiasm which would allow you to be suppor�ve of the Trust and school’s 
ethos.    

  

If , we would really welcome your applica�on.  
  
  
  
  



  

  
 

In return you will receive:  
  

• A suppor�ve working environment that puts people at the heart of the organisa�on  
• The opportunity to work as part of a growing Trust and shape this role  
• Con�nuous professional development  
• A range of Trust ini�a�ves that improve wellbeing. Current ini�a�ves include an annual 

wellbeing day.  
• Na�onal Terms and Condi�ons of Employment  
• Teachers’ Pension Scheme/ Local Government Pension Scheme  

  
Employee welfare and benefits package including:   
  

• 24-hour GP access  
• Nurse support service  
• Mental health services, including stress management, mental health first aid training and 

bereavement support  
• Free Flu vaccina�ons  
• Counselling Services   
• Physiotherapy  
• Financial wellbeing coaching  
• Maternity and Paternity support  
• Menopause support  
• Access to useful wellbeing resources   
• Cycle to work scheme  
• Lifestyle savings including discounts on shops, food and drink and days out  

  

  

  

  

  

  

  

  

  

  

  



  

  
 

  

CLOSING DATE:  

Applica�ons must be received by:  Friday 16th January 2026, noon.  

Shortlis�ng will take place on:  TBC  

Interviews will take place on:   TBC  

  
  
  

HOW TO APPLY:    
  
Leters of applica�on should be returned, along with a Northern Lights Learning Trust applica�on 
form, to recruitment@nllt.co.uk or by post to Northern Lights Learning Trust, Spectrum Business 
Park, Lighthouse View, Building 2, Seaham, SR7 7PR.   
   
   
Applica�ons will only be considered on receipt of an applica�on form, CV’s and other forms of 
applica�on will not be accepted. For further informa�on, please contact the school on 0191 
5239745.   
  

  
Details of the school can be found on the school website:   

www.ianramsey.org.uk  
  

    

 
 
 
 
 
 
 
 

 

http://www.ianramsey.org.uk/
http://www.ianramsey.org.uk/


  

  
 

JOB DESCRIPTION  
  
Post: Atendance Officer   
Responsible to: Deputy Headteacher  
Responsible for: Providing support for Pupils, Teachers, Head Teacher.  
Salary band: NJC SCP 3-4 (£24,796 - £25,1850 Pro Rata (FTE)  
Start date: TBC   
  
Key purpose of the role:  
  
To promote regular school atendance, enabling pupils to gain maximum benefit from educa�onal 
opportuni�es by working in partnership with carers, schools, and other agencies. The post involves 
atendance management du�es, together with absence monitoring and suppor�ng SLT with pupil 
punctuality. The ability to report and record accurately is essen�al for this role, together with 
excellent communica�on, word processing and general IT skills.      
  
  

KEY RESPONSIBILITIES   
  
  
  
Administra�on   

• Ensure daily atendance registers are accurate and complete, follow up with staff 
regarding any incomplete data.   
• Follow up on any unexplained absences with parents/carers, escala�ng issues as 
appropriate in line with school procedure.   
• Support the Data Manager with the atendance returns for the school census.   
• Take part in projects related to improving school atendance.   
• Recording of registers via lesson monitor as required.   
• Take absence messages from the telephone, text, email or Edulink.   
• Atend regular mee�ngs and liaise with Heads of Year and Pastoral Managers 
regarding pupil’s atendance and referred pupils.   
• Work in partnership with parents/carers, school and the Local Authority on 
maters rela�ng to school atendance and punctuality.   
• To support the school systems in iden�fying pupils within defined age groups 
with actual or poten�al atendance related difficul�es.   
• To provide advice, assistance and support to parents/carers and pupils on school 
atendance issues and, where appropriate, signpost them towards other assistance 
and support that may be available from the Local Authority and other agencies.   
• To maintain records, sta�s�cs, and case files; prepare and present reports as 
necessary.   



  

  
 

• Maintain accurate records of communica�ons with parent/carers and relevant 
interven�ons.   
• Build and refresh knowledge of the school’s MIS and other relevant systems.   
• Arrange and atend mee�ngs between key academy staff and parents/carers, 
taking minutes when required.   
• Organisa�on of punctuality deten�ons.   
• Any other du�es of a related nature which might be reasonable and allocated by 
the school.   
• Any other du�es as requested by the Head /Deputy Head Teacher.   

  
  
Monitoring & Repor�ng   
  

• Prepare atendance for Ofsted.   
• Produce and interpret atendance reports for school leaders.  Evaluate and 
iden�fy key sta�s�cs, reasons for absence and any paters of concern.  • Track 
atendance of vulnerable groups of pupils and share informa�on with school 
leaders.   
• Iden�fy pupils that need addi�onal support to improve their atendance.  • Work 
with school leaders to iden�fy appropriate interven�ons to improve atendance 
for groups or individual pupils.   
• Work with school leaders to develop and revise the school’s atendance policy.   
• Implement EHA processes and support plans, complete referrals to agencies as 
appropriate.   
• Complete reports for atendance case conferences.   
• Atend mul�-agency mee�ngs and Atendance Case Conferences and provide 
feedback to the academy.   
• Iden�fy support required to improve atendance and reduce persistent 
absenteeism on an individual and whole academy level.   
• Evaluate the impact of atendance strategies.   
  

Working with Parents/Carers   
  

• Co-ordinate mee�ngs with pupils and parents/carers to implement interven�ons 
and track progress.   
• Build posi�ve rela�onships with parents/carers to encourage family involvement 
in their child’s atendance.   
• Carry out home visits where necessary to address atendance concerns for 
individual pupils.   
  

First Aid   
• As a member of the first aid team, to carry out First Aid at Work du�es as required for staff, 

pupils, and visitors.   



  

  
 

  
Professional Development   

• Take opportuni�es to build the appropriate skills, qualifica�ons and/or 
experience needed for the role, with support from the school.   
• Take part in the school’s appraisal procedures.   
  

Support for the Academy   
  

• Contribute to the overall ethos/work/aims of the Academy.   
• To support the wider academy as required, answer the telephone, assist with 
main recep�on, liaise with parents/carers.   
• Recognise own strengths and areas of specialist exper�se and use these to lead, 
advise and support others.   
• Atend all relevant team/staff/Academy mee�ngs.   
• Par�cipate in training and other learning ac�vi�es and performance 
development as required.   
• Show a duty of care and take appropriate ac�on to always comply with Health & 
Safety requirements.   
• Demonstrate and promote commitment to Equal Opportuni�es and to the 
elimina�on of behaviour and prac�ces that could be discriminatory.   
• Duty supervision as required.   
• Undertake First Aid duty as required to support the Academy.   
• Par�cipate in statutory and other training as required; comply with all Northern 
Lights Learning Trust policies.   

Other Du�es  
  

• Maintain accurate records of communica�ons with parent/carers and relevant 
interven�ons.   
• Build and refresh knowledge of the school’s MIS and other relevant systems.   
• Arrange and atend mee�ngs between key academy staff and parents/carers, 
taking minutes when required.   
• Organisa�on of punctuality deten�ons.   
• Any other du�es of a related nature which might be reasonable and allocated by 
the school.   
• Any other du�es as requested by the Head /Deputy Head Teacher.   

  
  
  
  
 
  

 
  
  



  

  
 

PERSON SPECIFICATION   
ATTENDANCE OFFICER  

  

 
        

 
   

  
   

APPLICATION 
FORM   

 

 1.  Completed NLLT  
applica�on form (A)   

     Applica�on    

QUALIFICATIONS   

 

2. GCSE in Maths and English grade 
A-C or equivalent,  

3.  Evidence of recent 
and relevant 
professional 
development (A)  
4. Full, clean, driving 
licence. (A) 5. First Aid 
qualifica�on (or 
willing to undertake 
training)  

   
Applica�on   
   
   

EXPERIENCE   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  

Experience of using Microso� 
Office and other MIS systems, e.g.  
SIMs. (A)  
2. Awareness of legisla�on rela�ng 
to school atendance or willingness 
to learn. (A, I)  

   

    

 Applica�on   
Interview    
References   
   
   
   



  

  
 

SKILLS AND  
KNOWLEDGE   

 1. Excellent 
communica�on skills, 
and the ability to 
form strong 
rela�onships with all 
stakeholder groups. 
(A, I, R)  

2. Ability to raise 
aspira�ons of pupils 
and inspire them to 
work towards shared 
goals (I,R).  

3. Ability to effec�vely 
manage change (I,R) 
4. Highly organised, 
able to mul�-task 
and  

   

    
Applica�on   
   
Interview   
   
References    

 

 priori�se effec�vely. (I,  
R)  

5. Ability to  
manage people, 
projects, and 
resources  

effec�vely. (I, R)   6. 
Ability to work on 
own ini�a�ve and 

as part of a team. (I, 
R)   7. Ability to 

prepare and write 
reports and 

produce factual and  
sta�s�cal 
informa�on  

   as required. (I)  

  



  

  
 

PERSONAL  
QUALITIES   

1. High levels of 
enthusiasm, 
mo�va�on, and a 
commitment to 
working with  
children (I, R).   
2. Professional 
role model. (R)    

3. Forms and 
maintains app ropriate 

rela�onships and 
personal boundaries 

with  
pupils. (I, R)    

4. Personal 
integrity  and  

honesty. (R)   5. 
Emo�onal resilience 

 and ability 
 to  work 

under pressure. (I,  
R)    
6. Uphold the 
Chris�an ethos of  
the Academy. (A,  
I)    

    

   Interview   
References   
Applica�on   

OTHER   

1. Recommendat 
ion from both  

referees.   2. 
Fully enhanced 
DBS clearance 

with  
children’s barred  

  list check     

   

References    
Enhanced DBS  
cer�ficate     

  
References:  
References will be requested prior to interview, unless there are excep�onal circumstances, and the 
applicant does not give consent to do so on the applica�on form. Please contact us to discuss further 
if you do not consent.   
  
 
 
 
 
 



  

  
 

DBS:  
Northern Lights Learning Trust is commited to safeguarding and promo�ng the welfare of children 
and young people and expects all staff and volunteers to share this commitment. An applica�on for a 
DBS cer�ficate will be submited for all candidates once they have been offered the posi�on.  For 
posts in regulated ac�vity, the DBS check will include a barred list check. During the recruitment 
process, any offences, or other maters relevant to the posi�on will be considered on a case-by-case 
basis.   
  
Any offer of employment will be subject to receipt of a sa�sfactory DBS Enhanced Disclosure.  
  
Safeguarding:  
Northern Lights Learning Trust is commited to safeguarding and promo�ng the welfare of children 
and expects all staff and volunteers to share this commitment. Everyone who comes into contact 
with children and their families and carers has a role to play in safeguarding children. To fulfil this 
responsibility effec�vely, all professionals should make sure their approach is child centred. This 
means that they should consider, at all �mes, what is in the best interests of the child.   
  
Pre-employment occupa�onal health:  
Pre-employment occupa�onal health checks are an essen�al part of the selec�on and recruitment 
process to assess if any reasonable adjustments are required. In some circumstances, an 
appointment with Occupa�onal Health may be required to assess fitness for the role.  
  
  
Equal opportuni�es:  
Northern Lights Learning Trust are an equal opportunity employer. We want to develop a more 
diverse workforce and we posi�vely welcome applicants from all sec�ons of the community. 
Applicants with disabili�es will be granted an interview if the essen�al job criteria are met.  
  
Ar�ficial Intelligence and Recruitment at Northern Lights Learning Trust   
Northern Lights Learning Trust is commited to embracing innova�on while maintaining fairness and 
integrity in our recruitment processes. We recognise that candidates may choose to use AI tools to 
support the prepara�on of their applica�ons. While this is acceptable, we expect all submissions to 
reflect the applicant’s own experiences, values, and suitability for the role and it is essen�al that AI is 
used appropriately.   

  

 

 

 

 



  

  
 

AI must not be used to:   

• provide misleading or false informa�on at any stage of the applica�on journey   
• inflate or invent qualifica�ons, skills or experience  
• complete assessments as part of the recruitment process  
• create generic responses and copy them into your applica�on  

If you have any ques�ons about the use of AI in your recruitment process with us, please 
email:hradmin@nllt.co.uk   
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