JOB DESCRIPTION
Ken Stimpson Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
JOB TITLE:		Senior Early Help & Inclusion Support Administrator
RESPONSIBLE TO:	SENDCO
Hours of Work		37 hours + 1 week (allocated for Transition to be agreed with SENCO)
Grade			7
MAIN RESPONSIBILITIES:
The Senior Early Help & Inclusion Support Administrator plays a critical role in ensuring the effective coordination, quality and compliance of all SEND administration and Early Help processes within the school. The postholder will lead on maintaining statutory documentation, ensuring strong systems for communication, and supporting families, staff and external professionals to secure positive outcomes for students with SEND.
With the introduction of a new Inclusion Administration Assistant, this role incorporates increased leadership and oversight responsibilities. The postholder will train, support and line‑manage administrative colleagues within the Inclusion Team to ensure consistency, accuracy and high‑quality service delivery across all SEND functions.
This role requires exceptional attention to detail, expert knowledge of SEND processes, and the ability to lead and develop others whilst maintaining high‑quality operational standards. 
SECTION 1 - Leadership & Line Management:
· Line‑manage the Inclusion Administration Assistant and other support staff as required.
· Provide training, coaching and ongoing professional development to ensure consistent, high‑quality SEND administration across the team.
· Set performance expectations, conduct reviews, and ensure accountability for workload, standards and deadlines.
· Oversee and quality‑assure all SEND administrative systems, ensuring they remain compliant and well‑maintained. Prepare reports, agendas, paperwork and minutes for SEN meetings.
SECTION 2 - SEND Administration & Statutory Compliance:
· Lead on the accuracy, maintenance and updates of EHCP documentation, review paperwork and statutory timelines.
· Ensure SEND records are robust, up to date and aligned with legal requirements and school policies.
· Oversee the coordination and preparation of Annual Reviews, including collation of reports and liaison with staff, professionals and families.
· Monitor SEND deadlines, ensuring timely submission of documentation to the Local Authority.
SECTION 3 - Early Help & Family Support Coordination:
· Support the SENCo and Inclusion Lead with Early Help processes including referrals, assessments, planning and meetings.
· Coordinate and track Early Help interventions, ensuring appropriate follow‑up and communication with families.
· Act as a key contact for parents/carers, maintaining professional, supportive and regular communication.
SECTION 4 - Communication & Stakeholder Liaison:
· Maintain proactive, clear communication with staff, students, families, external professionals and the Local Authority.
· Provide guidance to colleagues regarding SEND processes, documentation and expectations.
· Ensure staff are kept informed of changes, updates and requirements relevant to SEND provision. 
SECTION 5 - Systems, Processes & Data Management:
· Oversee digital and paper‑based SEND systems, ensuring accurate input, data integrity and secure information storage.
· Work with the SENCo to develop administrative workflows that improve efficiency and effectiveness.
· Run reports, monitor caseload data and support SEND audits or reviews as required. 

Health and Safety
Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
Co-operate with the employer on all issues to do with Health, Safety and Welfare. 
Continuing Professional Development
In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the school.
Undertake any necessary professional development as identified in the Schools Improvement Plan taking full advantage of any relevant training and development available.
Undergo appropriate training to support the delivery of ‘specified work’ in order to develop skills for the post.
Child Protection
The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times. If, in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school s/he must report any concerns to his/her Line Manager or the School’s Child Protection Officer.
Other Tasks
Any other tasks, duties or services that may be reasonably requested by the Headteacher.
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.   Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post.

