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SEND Manager and Teaching Assistant Job description
	Role
	SEND Manager and Teaching Assistant
	School/Department
	River Academy 

	Grade
	50% Grade 4 / 50% Grade 7
	Reports to
	AHT-SENCO

	Purpose 
	To lead the administrative aspects of SEND provision and support the AHT-SENCO in maintaining high quality provision for students with SEND, ensuring accurate processes, effective coordination and compliance with statutory requirements to promote positive outcomes and wellbeing for all learners.
Although this is a split role currently, 50% SEND Manager and 50% TA, it will progress to full time SEND manager as the school grows

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	The postholder may lead a range of targeted interventions across a range of needs including Cognition & Learning, Communication & Interaction and Social, Emotional Mental Health.
	No budgetary responsibility.

	Key accountabilities

	Ensure effective administration and coordination of SEND provision so that accurate, compliant and timely processes support high quality outcomes for students with SEND.
Maintain accurate, confidential and up-to-date SEND records and systems, ensuring information is shared appropriately to support continuity, safeguarding and effective provision across the school.
Coordinate statutory and non-statutory SEND processes, including annual reviews and external referrals, ensuring compliance with local authority and national requirements.
Maintaining oversight of SEND provision, contributing to consistent practice, effective communication and continuous improvement.
Promote effective collaboration with staff, families and external agencies to ensure coordinated support for students with SEND.
Contribute to the support of students with SEND and other barriers to learning with targeted interventions to build student skills, independence and resilience to help them to make progress in line with their individual needs and targets.


	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	SEND and Inclusion
· Deliver targeted interventions to support students with SEND or additional learning needs as directed by the SENCO 
·  Assist students to develop confidence, resilience and independence in their learning.
· Lead 1:1 check-ins with students as directed to support their school day.
· Use Provision Map to log, track and review interventions; and to record meetings and check-ins
· Work within the SEN Team to collaborate and share best practice.
· Support the organisation of interventions by external professionals coming into school.
· Support students in examinations or assessments as a reader, scribe or prompt if directed by the SENCO 

Teaching and Learning
· Work with individual students or small groups to clarify instructions, support understanding and encourage independent learning.
· Support students during homework clubs, subject support sessions or other learning activities where required.
· Support the effective implementation of SEND provision by ensuring accurate and timely communication of student needs and support strategies to staff.
· Contribute to the coordination and sharing of SEND information to enable staff to plan appropriately for individual student needs.
Assessment
· Coordinate annual review processes, including scheduling, documentation and follow-up actions to ensure statutory compliance and accurate assessment of student needs.
· Review SEN Support Plan targets tri-yearly, collate data and share outcomes with parents
Behaviour Management and Student Wellbeing
· Maintain accurate and confidential SEND records (paper and electronic) in line with GDPR, ensuring information is shared at key transition points and when updated.
· Act as the first point of contact for SEND queries, providing clear and timely responses.
Pastoral and Inclusion
· Ensure the SEND register and student information are accurate and up to date
· Coordinate external referrals (e.g. CAMHS, Speech and Language) and liaise with professionals
· Coordinate EP and agency visits, including proofreading reports and managing follow-up actions
· Support the coordination and review of classroom support plans and provisions, ensuring updated information is shared with relevant stakeholders
· Ensure provisions are logged effectively on the provision map
Trust Culture

· Contribute to the overall ethos, values and aims of the school
· Support effective working relationships with colleagues across the Trust and external partners

Other
· 
Complete Education, Health and Care Needs Assessment administrative processes
· Track correspondence with the local authority, including EHCP applications and funding requests
· Manage meetings for the AHT-SENCO
· Complete and send external referral forms
· Lead SEND administrative tasks, including management of SEN and medical laptops, account set-ups for SEND provisions, drafting and distributing communications, coordinating room bookings and producing SEND bulletins.
· Support the Access Arrangements Officer and Exams Officer to ensure JCQ compliance.
· Maintain Access Arrangements records of testing, consent and approvals
· Collect staff feedback for Access Arrangements
· Deal with Access Arrangements queries from Post-16 settings

	Other requirements and responsibilities

	· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, equal opportunities and data protection.
· Contribute to the overall ethos/work/aims of the school 
To carry out such other associated duties as are reasonably assigned by the Headteacher.
· Enhanced DBS clearance is required 
· Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and young people. 
· All employees are expected to share this commitment and uphold the highest standards of professional conduct
























Person Specification 

	
Role 


	SEND Manager and Teaching Assistant

	School/Department 
	River Academy

	Qualifications, training and education 
	· Level 2 or equivalent in English and maths
· Relevant qualification or equivalent experience in SEND, education or administration.
· Training in relevant learning strategies e.g. literacy strategy.
· Specialist skills or training in curriculum or learning area e.g. EAL, speech and language, SEMH.
· Commitment to undertake further professional development relevant to SEND

	Skills and abilities 
	Communication
· Excellent communication and interpersonal skills, with the ability to build effective relationships with staff, students, parents or carers and external professionals
· Ability to communicate SEND-related information clearly and sensitively to a range of stakeholders
· Strong written communication skills, including the ability to produce accurate reports, correspondence and documentation.

Organisation and planning
· Strong organisational skills with the ability to manage and prioritise a varied workload.
· Ability to maintain accurate, detailed and confidential records in line with data protection requirements.
· Ability to coordinate multiple processes and timelines, including reviews, referrals and meetings.
· Attention to detail and accuracy when handling sensitive information and documentation.
Pastoral and inclusion
· Knowledge of SEND processes, provision and inclusive practice
· Understanding of child development and learning processes
· Sensitivity to the needs of students with SEND and a commitment to promoting their wellbeing and inclusion
Technical skills
· Ability to use ICT effectively to manage data, records and communication.
· Competence in using systems to track student information and provision mapping
Personal qualities
· Ability to work effectively both independently and as part of a team
· Ability to work collaboratively with a range of professionals and stakeholders
· High level of discretion and commitment to maintaining confidentiality
· Flexible approach to working and commitment to ongoing service and personal development
· Calm under pressure, adaptable and resilient
· A caring and positive attitude
· Good listening skills and sensitivity to students’ needs
· A strong sense of responsibility
· Ability to use own initiative


	Requirements specific to the role 
	· All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
· To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required.
· Suitability to work with children.




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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