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JOB DESCRIPTION


Post:			PA to Director of SEND

Salary Level:		Grade 4

Hours of Work:	37 Hours TTO + 2 Weeks

Responsible To:	Director of SEND

Job Purpose
· To be a Personal Assistant to the Director Of SEND and SEND Leadership Team by performing all necessary tasks request 
· To undertake a full range of secretarial and administrative duties and to ensure the efficient and effective running of the SEND department. 

Main Duties and Responsibilities

· Act as a first point of contact within the School and MAT for those individuals or organisations seeking contact with the SEND Leadership Team
· Assist SEND Leadership Team in organising their administrative workload recommending items to be dealt with in order of priority. 
· Ensure that the SEND Leadership Team responds within timescales identified in any agreed priority action list.
· Ensure that student records are updated appropriately to ensure accuracy when reports are generated.  
· Support the SEND Leadership Team by arranging appointments as appropriate, and ensuring that they are adequately briefed on matters to be discussed with ensuring that statutory deadlines are met and adhered to, following LA legal timelines. 
· Communicate and be aware of when the Local Authority, outside agencies, parents are visiting the SEND department and be responsible for updating the intervention logs.
· Make travel arrangements for the SEND Leadership Team and to provide care for visitors, including the provision of refreshments.  
· Assemble and prepare papers required by the SEND Leadership Team to attend meetings, prepare reports, or reply to requests for information. 
· Handle all confidential correspondence with discretion
· Liaise with the SEND Leadership Team concerning priorities, deadlines, policies and procedures. 
· Liaise with the Schools SLT personnel where necessary. 
· Ensure the maintenance of clear and effective filing, records and other systems and to keep them updated.  
· Assist in recruitment processes and liaise with FP MAT HR throughout the process from start to finish.
· Arrange meetings and when required, take notes.  
· Sort and prioritise all incoming post, dealing with telephone calls for the SEND Leadership Team 
· After discussion, draft, as appropriate, outgoing correspondence documents that are the direct responsibility of the SEND Leadership Team.  
· Attend occasional MAT events as required. 
· Organise workload and prioritise on a daily basis using own initiative and knowledge of the work, with minimum direct supervision from the SEND Leadership Team 
· Specific responsibility for making sure that orders for external services such as but not limited to Hospital/Home Education, PP LAC and counselling are all input on to the finance system with the correct time scales. 
· Responsible for ordering the general office supplies and equipment for the Gateway. 
· Maintain a high degree of confidentiality.  
· Respond positively with tact, sensitivity and awareness to stakeholders in relation to duties undertaken. 
· Overseeing room bookings & associated hospitality for the Director of SEND 

Key Accountabilities: 
  
· To be aware of and adhere to applicable rules, regulations, legislation and procedures as may be required. 
· To maintain confidentiality of information acquired in the course of undertaking duties for the MAT. 
· To be responsible for own continuing self-development, undertaking training as appropriate. 
· To undertake other duties appropriate to the grading of the post as required. 


This is a description of the main duties and responsibilities of the post at the date of production. The duties may change over time as requirements and circumstances change. The person in the post may also have to carry out other duties as may be necessary from time to time. 
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