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PERSON SPECIFICATION
SEN ADMINISTRATOR

	
Attributes 
Education & Qualifications

	

	Essential 
	Desirable 

	
	Academically well qualified – Level 3 and above
	x
	

	
	5 GCSEs at A*-C or equivalent (including English and Maths)
	x
	

	
	Graduate or equivalent
	
	X

	
	Safeguarding Level 1 (this is an Essential, CH Academy will provide for those who do not have it)
	X
	



	
Attributes 
Experience & Skills
	

	Essential 
	Desirable 

	
	Demonstrable experience of the operation of administrative/data systems
	
	X

	
	Ability to work constructively as part of a team and independently
	x
	

	
	Experience of working within a team & independently 
	X
	

	
	Enthusiasm for supporting in class
	X
	

	
	Ability to handle sensitive matters with discretion and in confidence
	X
	

	
	Ability to encourage high expectations in students
	X
	

	
	Excellent communication skills both written and verbal
	X
	

	
	Good organisation skills 
	X
	

	
	Awareness of, and ability to respond to risk
	
	

	
	Ability to work accurately and with good attention to detail
	X
	

	
	Experience of working with young people and their families 
	X
	



	
Attributes 
Knowledge 
	

	Essential 
	Desirable 

	
	Excellent understanding of working knowledge in ICT 
	X
	

	
	Knowledge of Bromcom
	
	X

	
	Knowledge of SEN administration procedures
	
	X

	
	Knowledge of relevant safeguarding/ child protection legislation and Keeping Children Safe in Education 
	X
	

	
	Knowledge of how to use CPOMS 
	
	X



	
Attributes 
Other 

	
	Essential 
	Desirable 

	
	A commitment to equality principles and practices
	X
	

	
	Ability to form and maintain appropriate relationships and personal boundaries 
	X
	

	
	Demonstrate a commitment to all aspects of safeguarding and the welfare of children and young people 
	X
	

	
	Emotional resilience in working in a challenge 
	X
	

	
	Commitment to promote and model the Christian vision that underpins the Chiltern Hills Academy.
	X
	

	
	Satisfactory Enhanced DBS clearance and safEr recruitment clearances
	X
	

	
	Model the CHA values of kindness, compassion, and hope.
	X
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