SEND Administrator – Job Description
Responsible to: SEND Manager
Hours: 37 hours per week, 40 weeks per year
Salary Grade: F6–F8 (Actual salary as per school pay structure)

Job Purpose
The SEND Administrator supports the effective delivery of SEND processes across the school. The post holder provides accurate, timely administration for EHCPs, Annual Reviews, Costed Provision Mapping (CPM), consultations, referrals and SEND documentation.
The role requires strong organisation, excellent attention to detail and the ability to work proactively in a busy environment, ensuring communication with Parent/Carers, staff, external professionals and the Local Authority is efficient and professional.

Key Responsibilities
1. Annual Review Administration
· Support the full administrative preparation of Annual Reviews.
· Prepare review schedules, send invitations and arrange meetings.
· Collate required documents and produce review packs.
· Support Senior Leaders with completion of paperwork.
· Submit completed reports and documentation to the Local Authority and Parent/Carers within deadlines.
· Track EHCP amendment notices and changes in need.
· Maintain accurate Annual Review records within Arbor and school systems.

2. Costed Provision Mapping (CPM) & Provision Mapping
· Liaise with staff to ensure accurate and timely management of the CPM.
· Input data accurately and ensure documentation is stored correctly.
· Support the ongoing updating of the wider Provision Map.
· Updating Arbor with completed reports.

3. EHCP Tracking & SEND Systems
· Maintain SEND information across systems such as Arbor and Evidence for Learning.
· Collate and upload reports, assessments and student documents.
· Support the upkeep of Personal Learning Goals (PLGs) & Pupil Summary reports.

4. Transition Support
· Support transitions for new Year 7 students and in‑year admissions.
· Liaise with Parent/Carers, feeder schools and external professionals to gather documentation.
· Prepare transition paperwork and update systems.
· Support coordination of transition visits.

5. Referrals, Consultations, Reports & General SEND Administration
· Administration around consultations from Local Authorities involving accurate logging of consultations, response letters and maintenance of organised records.
· Assist with the preparation of documents for meetings, referrals and reports.
· Liaise with external services such as SALT, Community Paediatrics and CTPLD.
· Input and collate Pupil and Parent/Carer questionnaires twice yearly.

6. Communication & Stakeholder Support
· Respond to phone calls and emails professionally.
· Provide administrative support to the SEND Manager, SENDCo and Senior Leadership Team.
· Maintain confidentiality, safeguarding standards and GDPR compliance.

7. Looked After Children (LAC)
· Support the LAC Lead with PEP (Personal Education Plan) documentation.
· Prepare and update PEP paperwork ahead of meetings.
· Track deadlines to ensure all PEP administration is completed on time.
· Liaise with social workers, carers, school staff and the LAC Lead to gather required information.
· Ensure sensitive LAC documentation is stored securely and confidentially.

8. Professionalism & Team Contribution
· Work proactively and use initiative to prioritise tasks.
· Maintain organised systems and accurate documentation.
· Contribute positively to the SEND team and wider school.
· Engage in ongoing professional development.

Person Specification

Essential:
· Excellent written and verbal communication skills.
· Strong Microsoft Office skills (Excel, Word, Outlook).
· Ability to work independently and manage administrative workload.
· High attention to detail.
· Professional and confident communication with families and professionals.
· Ability to maintain confidentiality and follow safeguarding procedures.
· Flexible team player.
Desirable:
· Experience using Arbor or Evidence for Learning.
· Experience in a SEND or school environment.
· Understanding of EHCP processes (training provided).
