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JOB TITLE: Attendance Officer     STATUS: Exempt 
 
REPORTS TO: Coordinator, Outreach/Intervention Services  TERMS: 200 Days/ Non-Contract 
   
DEPARTMENT: Student Outreach/Intervention Services  PAY GRADE: AE102 
 
PRIMARY PURPOSE: 

Provide assistance with student attendance by enforcing the Texas Compulsory Attendance Law.  
Investigate student truancy by working with law enforcement, the community, and the campus intervention 
team in a way that complies with the Texas Education Code so that student attendance will improve. 

 
QUALIFICATIONS: 
Education: 
  High School diploma or GED 
  Bachelor’s degree in law enforcement, education or social work; preferred  
  
Special Knowledge/Skills:  

Effective communication and interpersonal skills  
Knowledge of federal, state, and local laws as it applies to juveniles specifically the Texas Family Code 
and Texas Education Code 
Knowledge of court procedures on local, county, state and federal levels 
Knowledge of successful interview and conferencing techniques for students and/or parents  

 Knowledge of databases, word processing and spreadsheet programs (Microsoft preferred) 
 Sensitivity to troubled youth and families 

Self-directed and motivated  
 Ability to maintain confidentiality 
 Possess safe driving record and be eligible for liability insurance 
 Spanish speaker, preferred 
 
Minimum Experience: 
 Experience in law enforcement, education, or social work, preferred 
 
RESPONSIBILITIES: 
 

1. Monitor student attendance and enforce compulsory school attendance laws.  
 

2. Assist in providing district wide staff training regarding compulsory school attendance laws. 
 

3. Assist in creating and implementing strategies to target truancy which coincides with school district 
policies, federal, state and local laws. 

 
4. Research and make use of all available resources and agencies to improve student attendance. 

 
5. Work closely with campus administrators, attendance clerks, and campus intervention team for students 

with continuing problems and initiate court action as appropriate. 
 

6. Process and investigate referrals from schools or law enforcement agencies. 
 

7. Prepare all documentation needed to present a compulsory attendance case.   
 

8. Attend all court sessions as Pearland ISD representative regarding truancy issues. 
 

9. Notify proper personnel of the disposition of each case. 
 

10. Contact parents at home or work to inform them of compulsory school law and school policies concerning 
absenteeism and truancy.  Regularly perform home visits as related to truancy and dropout issues. 
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11. Serve on the completion rate committee; working closely with counselors to investigate cases of suspected 
dropout/non completers. 
 

12. Attend all SRO meetings as Pearland ISD representative, sharing various information such as truancy 
issues, drop-outs, runaways, etc. 
 

13. Promote positive school, community and judicial relations by using effective communications skills to 
present information accurately and clearly. 
 

14. Articulate the mission to the community in the area of student support services and solicit its support in 
realizing the mission. 

 
15. Actively seek professional development appropriate to job assignment. 

 
16. Assist supervisor in role as homeless liaison by delivering supplies and paperwork to staff or families in 

need. 
 

17. Promote positive school and community relations using the most effective procedures and mannerisms in 
all interactions that maintain the dignity of those involved. 
 

18. Keep careful records pertaining to pupil attendance or any court action, remembering written documents 
comes under the Texas Open Record Act. 

 
19. Conduct address verifications, residence checks and investigations as assigned. 

 
20. Demonstrate behavior that is professional, ethical, and responsible and serve as a role model for all district 

staff. 
 

21. Keep supervisor informed by maintaining communication. 
 

22. Attend training as assigned; present staff development as needed (SDFSC & Counselors) 
 

23. Maintain availability to school personnel during school hours.  
 

24. Follow district policy and procedure guidelines.  
 

25. Perform other duties as may be assigned. 
 
WORKING CONDITIONS: 
Mental Demands: 

Ability to communicate effectively (verbal and written); interpret policy and procedures; maintain 
emotional control under stress in potential hostile environments.   

 
Physical Demands/Environment Factors: 

Frequent standing, sitting, talking, and hearing; regular walking, climbing stairs; frequently get in and out 
of a vehicle; possibly entering challenging areas;  potential exposure to hazardous health conditions (i.e. 
lice, flea and cockroach infestation); frequent district wide travel; occasional prolonged and/or irregular 
hours; occasional lifting up to 35 lbs. 

 
 
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities, duties and skills that may be required. 
 
I have read and understand the responsibilities and duties required for this position as outlined above. 
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_____________________________________________ 
Printed Name 
 
_____________________________________________ 
Signature 
 
 
____________________________________________ 
Date 


