Job Title: Attendance and Engagement Officer
Responsible to: Shared Services Team Leader
Department: Customer Operations
Team: Shared Services
Location: Initially office based (Nottingham) to allow for effective processes and workflows to be set up.  Hybrid can be considered once the role is effective.

Purpose of the role:
The Attendance and Engagement Officer will play a key role in improving learner attendance and engagement across all core programmes. The successful candidate will work collaboratively with Tutors, Learner Support Services, and Safeguarding & Welfare to identify and address barriers to attendance and engagement enabling learners to achieve their full potential.

Main duties and responsibilities:
Engagement and Intervention
· Contact learners and Workplace Training Supervisors (WTSs) promptly regarding absences or lateness, to establish reason(s) and set expectations for attendance.
· Conduct calls with learners / WTSs to address barriers to attendance in cases of sustained absence.
· Develop and implement engagement strategies with the aim of improving learner attendance.
Monitor and Track Attendance
· Maintain accurate attendance records using our internal systems and in line with agreed processes.
· Analyse attendance data to identify patterns, trends, and areas of concern.
· Produce regular reports in line with business requirements, to enable data driven decisions.
Collaboration and Support
· Work closely with tutors, Learner Support Services and safeguarding & Welfare, where appropriate.
· Contribute to the development of policies and procedures that relate to attendance.
Compliance and Safeguarding
· Ensure compliance with statutory requirements for attendance monitoring.
· Uphold safeguarding and data protection standards at all times.
Operational efficiency
· Ensure processes are working effectively and driving the required outcomes.  
· Ensure compliance with referral pathways.
· Contribute to continuous improvement of processes as required.


Experience, Knowledge, Skills/Competencies 
Essential
· Experience working in an educational setting. 
· Strong communication and interpersonal skills. 
· Ability to analyse data and produce actionable insights. 
· Knowledge of safeguarding and confidentiality requirements. 
· Proficient in using Microsoft Office applications, in particular excel.
· Empathetic and approachable with a learner-centred mindset. 
· Highly organised and able to manage own workload.
· Resilient and solution focused.


Desirable

· Experience in Further Education or Skills sector. 
· Understanding of barriers to learning and strategies to overcome them. 
· Knowledge of funding and compliance requirements related to attendance.

This job description will be reviewed annually and may be subject to amendment or modification. It is not a comprehensive statement of procedures and tasks but sets out the main expectations in relation to the post holder’s professional responsibilities and duties.
