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Job Description 
 
Job Title:   SEND Manager 
Responsible to:  Director of Safeguarding and SEND (Compliance) 
Responsible for:  Leading and providing support for all aspects of SEND across the  
   Trust’s schools 
 
Purpose of the Job 
 
The SEND Manager will play a pivotal role in driving the quality of Special Educa�onal Needs and 
Disabili�es (SEND) provision across the Trust. Working collabora�vely with school SENCos and the 
Trust’s leadership team, the post holder will ensure a coherent and impac�ul approach to SEND 
support, enhancing outcomes and promo�ng inclusivity in line with the Trust’s vision and values. 
 
Main Du�es and Responsibili�es 
 
The du�es listed below provide an indica�ve, but not exhaus�ve, view of the scope of this posi�on. 
Responsibili�es are flexible and may be adapted in response to the Trust’s evolving needs. 
 
• Promote the Trust’s Vision and Values: Champion the Trust’s vision and values in all aspects of 

SEND provision and prac�ce 
• Ensure current legisla�ve knowledge and promote compliance: Maintain up-to-date knowledge 

of SEND legisla�on and guidance, disability and equality requirements and sector best prac�ces; 
provide regular updates to the Director and disseminate expert knowledge of SEND prac�ce in line 
with key legisla�on to colleagues  

• Ensure strengthened SEND support for SENCos: Provide SENCo support to ensure there is a 
coherent, consistent and accessible SEND offer for pupils across the Trust and to drive excellence 
by suppor�ng and challenging best prac�ce among SENCOs and school staff; facilitate cross-school 
support and collabora�on, promo�ng the sharing of best prac�ce, exper�se, and resources to 
enhance SEND provision 

• Support school leaders to ensure effec�ve iden�fica�on of SEND across the Trust: Oversee the 
effec�ve iden�fica�on of SEND pupils to ensure subsequent appropriate support, interven�on, 
and adapta�ons are provided 

• Ensure effec�ve SEND provision across the Trust: Provide guidance regarding effec�ve SEND 
strategies, adapta�ons and interven�ons to achieve the desired outcomes for pupils with SEND 
and, where appropriate, to meet statutory en�tlements; share and model desired effec�ve 
provision; develop provision for those children with the most complex needs 

• Ensure effec�ve SEND systems and processes across the Trust: Develop and implement consistent 
SEND systems and processes to facilitate collabora�on, efficiency and effec�veness of SEND 
provision and prac�ce.  

• Provide support for complex cases through partnership working: Provide troubleshoo�ng and 
problem-solving support for complex cases, liaising with external professionals as appropriate to 
resolve issues locally where possible prior to escala�on when needed. 

• Conduct quality assurance and valida�on: Carry out valida�on visits across schools to assess 
support needs, maintain rigorous administra�ve prac�ces and ul�mately achieve high standards 
of SEND provision and prac�ce.  

• Conduct data analysis and repor�ng: Analyse and report on SEND data across the Trust, working 
with the Director to monitor and evaluate SEND provision  

• Champion pupil and parent voice: Further develop processes for gathering and integra�ng 
feedback from pupils with SEND and parents of pupils with SEND to inform and enhance the Trust’s 
SEND provision 
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• Provide induc�on and training: Lead the induc�on of new SENCOs and deliver relevant training 
to SENCOs and school staff  

• Safeguarding: Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in 
Education, Prevent) and the Trust’s safeguarding and child protection policies. Promote the 
safeguarding of all pupils in the Trust. 

• Addi�onal Du�es: Undertake any other du�es as directed by the Director in support of the Trust’s 
strategic objec�ves. 

 
 
Addi�onal Requirements 
 
This job descrip�on outlines the main du�es of the post but does not exclude other du�es, which may 
be undertaken to ensure the efficient opera�on of the Trust. Other du�es required will be consistent 
with those listed above and appropriate to the �tle and grade of the post. 
 
PDET is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
 
Notes: This job description may be amended at any time in consultation with the postholder.  
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Person Specification 
 

 Essen�al Desirable 
Educa�onal 
achievements, 
qualifica�ons and 
training 

Qualified Teacher Status (QTS) 
SENCO qualifica�on (required) or in SENCO 
post prior to 2009 
 

Further SEND qualifica�ons 

Experience  Recent SENCo experience 
Substan�al experience working with children 
with a wide range of Special Educa�onal 
Needs and Disabili�es 
 
Evidence of effec�ve planning and delivery 
of learning and/or training ac�vi�es in 
rela�on to SEND 
 
Evidence of whole school level ac�on 
planning, monitoring inclusion evalua�on in 
rela�on to SEND  
 
Experience of working with external 
professionals in rela�on to SEND 
 
Successful experience of securing funding in 
rela�on to SEND 

Leadership experience, with 
the ability to inspire and 
guide SENCOs and support 
staff 
 
Experience of working with 
SEND processes and systems 
across more than one local 
authority 
 
Experience of working with 
mul�-disciplinary teams, 
demonstra�ng confidence in 
collabora�on and decision-
making. 
 

Job related 
knowledge, 
ap�tude and 
skills 

Strong understanding of SEND and 
associated support strategies 
 
Knowledge and understanding of the 4 broad 
areas of need and various specific needs, 
par�cularly SEMH, ASD, ADHD, SpLD and 
SLCN 
 
Expert knowledge of SEND legisla�on and 
Codes of Prac�ce and confidence in applying 
this across a range of school contexts. 
 
High-level collabora�ve and team-working 
skills 
 
Strong interpersonal and communica�on 
skills, enabling effec�ve partnership with 
families, external agencies, and school 
leaders. 
 
Excellent organisa�onal and analy�cal skills, 
with the ability to monitor provision, track 
outcomes, and drive improvement. 
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Problem-solving and strategic thinking, 
bringing crea�vity and clarity to complex 
situa�ons. 
 
Proficiency in ICT 
 
Proven commitment to confiden�ality, 
equality, and safeguarding principles 

Training  Evidence of relevant and recent professional 
development 
 
A willingness to undertake any addi�onal 
training as iden�fied and / or agreed 

 

Personal 
Quali�es 
 
 
 
 

A child-centred approach, unwavering 
commitment to inclusion, and a belief that 
every child can achieve. 
 
Professional, approachable, and adept at 
rela�onship-building with internal and 
external stakeholders 
 
Proac�ve, innova�ve, and task-oriented in 
approach 
 
Mo�va�onal and suppor�ve in approach 
 
Ability to work flexibly, independently, and 
with crea�vity 
 
Commitment to personal and professional 
development 
 
Commitment to uphold the Trust’s vision, 
guiding principles, and strategic objec�ves 

 

Other 
 

Valid driving licence and access to a vehicle 
(required) 

 

 

 
 
 
 
 


