SUPERVISOR OF ATTENDANCE

DISTINGUISHING FEATURES OF THE CLASS: The work involves
responsibility for improving school and class attendance,
returning truant students to school and traveling into the field
to investigate the nature of specific student absenteeism. Work
is performed under the general supervision of an administrative
superior with some Jleeway allowed for the exercise of
independent judgment iIn the 1iInvestigation and follow-up of
truancy cases. Supervision 1Is not a responsibility of an
employee in this position. Does related work as required.

TYPICAL WORK ACTIVITIES:

Checks student registration against school census for eligible
students not i1n attendance;

Makes field visits which 1includes driving throughout the
district to check for students not in attendance at school
by surveying stores, area business and other locations
where students gather;

Apprehends and returns truant students to school;

Makes Tollow-up investigations of students exhibiting continuous
absenteeism or truancy;

Makes home visits to Investigate the reasons for specific
student absenteeism;

Maintains a record of daily investigations and case files within
the area of attendance;

Works with principals, administrators and guidance counselors to
present problems of truancy and work solutions;

Compiles periodic reports of work activities.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS:

Good knowledge of basic investigative techniques and procedures;

Good knowledge of school district policies and regulations
regarding truant students;

Ability to employ the rules and regulations of the school
district;

Ability to deal with truant students iIn stressful situations;

Ability to develop and maintain cooperative working relations
with students, parents, school officials and the general
public;

Good powers of observation;

Tact;

Physical condition commensurate with the demands of the
position.
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MINIMUM QUALIFICATIONS: Two years of Tield 1investigative work
which must have involved face-to-face contacts with persons 1in
the fTield for the purpose of verifying information and/or
complaints as well as discovering additional sources of
information to be investigated.

NOTE: Conducting structural interviews, telephone  checks,
collection work or simple on site investigations will not be
considered fTield investigative work. Police Officer, Probation

Officer and social service iInvestigative duties generally typify
qualifying work experience.

SPECIAL REQUIREMENT AT TIME OF APPOINTMEMT: Possession of the
appropriate level Motor Vehicle Operator’s License.
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