
Post title: 	               EHCP Co-ordinator, Consultations & Admin Officer	
Grade & Hrs:          SCP 8, 37 hours	
Salary range:          £27,710 FTE (salary is dependent on experience)	
Line manager:        Assistant Headteacher/Operations Manager	
Responsible for	
Main purpose of the job
· Co-ordination of the EHCP process across the whole school
· Central point of contact and coordination of the consultation process with local authority
· Responsibility for the administration and data management regarding EHCP, SEND and pupil records across the whole school.
Duties and responsibilities 
EHCP Co-ordination

· Coordinate and monitor EHCPs across the school, ensuring compliance with statutory requirements and Local Authority deadlines.
· Lead the organisation of Annual Reviews, Transition Reviews and other statutory meetings, ensuring all documentation is completed and submitted on time.
· Act as the main point of contact for EHCP-related enquiries, maintaining positive relationships with families, Local Authorities and external professionals.
· Maintain accurate records, track review schedules and support families throughout the EHCP process, including amendments and enquiries.








Consultations Management

· Coordinate all Local Authority consultation requests for prospective pupils, ensuring deadlines are met and records are maintained accurately.
· Act as the central point of contact for consultations, collating documentation and supporting the preparation of responses.
· Monitor consultation timelines and maintain efficient systems for communication, tracking and record-keeping.

Administrative and Data Management Responsibilities

· Maintain accurate pupil, SEND and EHCP records using Arbor and other school management systems, ensuring compliance with GDPR and school procedures.
· Develop and manage systems for tracking key statutory deadlines, review schedules and consultations.
· Support the organisation of meetings, preparation of correspondence and wider administrative processes.
· Ensure colleagues and school systems are kept up to date with information relating to EHCPs, Annual Reviews and pupil records.
· To plan and manage the School Annual Review timetable.

Key Skills for this role
· Highly organised professional and forward thinking
· Exceptional co-ordinator that continually reviews and improves processes
· Collaborative team player and proactive problem solver
· Excellent attention to detail and ability to juggle multiple priorities.
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No 
	 
CATEGORIES 
	 
Essential/ 
Desirable 
	 
App 
Form 
	 
Interview 

	QUALIFICATIONS 
	
	

	
	GCSE or equivalent at Grade C or above in Maths and English essential 
	E
	
	 

	
	Proficiency in school management systems such as Arbor and other Microsoft packages (Word, Excel, PowerPoint, Sharepoint)

	E
	
	 

	
	Level 2 qualifications in business administration or can demonstrated by experience
	D
	
	 

	EXPERIENCE 
	
	

	
	Proven expertise in being a highly organised, forward-thinking administrator, prioritising workload while balancing conflicting demands.

	E
	
	

	
	Strong reputation for being an administrative expert who loves developing efficient systems that ensures processes run smoothly across the whole school.

	E
	
	

	
	Proven experience of coordinating the EHCP process and annual reviews within a school setting in a timely manner with robust procedures and excellent coordination in situ.

	D
	
	

	 
	
Experience of working with local authorities, families and other stakeholders to manage statutory deadlines in a professional and calm manner.

	     D
	
	

	 
	Demonstrated success in reviewing systems and implementing more effective ways of working but still maintaining excellent levels of accuracy and service delivery.

	E
	
	

	 
	
Proven capability in strong administrative leadership and providing high quality admin support.

	
E
	
	

	 
	Thrives in a fast-paced, changing environment but still maintaining focus on key deliverables and being able to manage multiple priorities while remaining calm. 

	
E
	
	

	
	Effective communicator and takes pride in delivering a professional and responsive service.

	E
	
	

	 
	Has consistent success for creating effective systems and reviewing processes that will result in making an overall positive contribution to the school 
	E
	
	

	ABILITIES, SKILLS AND KNOWLEDGE 
	
	

	 
	
Dynamic, proactive and highly organised professional.

	
E
	

	

	 
	Forward thinking individual that can evaluate and reflect to continually improve processes and procedures.

	E
	
	

	
	
Passionate about continuous improvement and uses their initiative to problem solve 
	E
	
	

	
	
Positive, flexible and collaborative team player
	E
	
	

	
	Innovative and enthusiastic person who embraces change.
	E
	
	

	
	Uses systems and appropriate technology to improve processes and procedures  
	E
	
	

	 VALUES – Promoting the ethos and values of the school.

	 
	Belonging – making a meaningful difference to both prospective and current students and their families by excellent co-ordination of the EHCP process.

	E
	
	

	 
	Kind – Welcoming visitors and providing administrative support to staff, families and other external professionals that you will liaise with daily.
	
E
	
	

	 
	Curious – Enjoys improving processes and creating effective systems continually.
	E
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