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[bookmark: assistant-head-of-year-non-teaching][bookmark: what-we-offer]Vacancy - SEN Administration Support
Grade 4 SCP 6–7 Actual Salary: £21,780.86 – £22,127.82 37 Hours per Week | Term Time Only (38 Weeks) Monday – Thursday: 8.00am – 4.00pm Friday: 8.00am – 3.30pm
[bookmark: Xcf5045d308b9f4c905d4e85b3778452040dfd52]Join Bridgewater High School and make a difference every day
Bridgewater High School is seeking to appoint an exceptional SEN Administration Support professional to join our dedicated Inclusion Team.
This is an exciting opportunity for a highly organised, proactive, and compassionate administrator to play a pivotal role in supporting students with Special Educational Needs and Disabilities (SEND), including those accessing our Specialist ASD Provision.
Working closely with the Assistant Headteacher for Inclusion, SENCO, teaching staff and external agencies, you will be the administrative hub of our SEND provision, ensuring that statutory processes, communications, and student records are managed efficiently and accurately.
[bookmark: about-the-role]About the Role
This is a strictly non-teaching, desk-based position responsible for providing comprehensive administrative support across all areas of SEND and Inclusion.
Key responsibilities include:
· Coordinating statutory EHCP annual reviews and associated paperwork.
· Managing SEND records and maintaining accurate student information on Arbor.
· Supporting the monitoring and recording of interventions and provision mapping.
· Acting as the first point of contact for parents, carers and external professionals.
· Coordinating meetings with Educational Psychologists, Speech and Language Therapists, Occupational Therapists and other agencies.
· Managing the SEND and Inclusion inbox and calendar.
· Producing reports and supporting data analysis.
· Taking accurate minutes at meetings and distributing documentation.
· Supporting the SENCO with exam access arrangements and compliance requirements.
[bookmark: about-you]About You
We are looking for someone who:
· Has experience working in an administrative role, ideally within an educational setting.
· Has excellent organisational skills and outstanding attention to detail.
· Can manage multiple priorities and work effectively to deadlines.
· Demonstrates excellent communication and interpersonal skills.
· Is confident using Microsoft Office applications and school information systems.
· Has experience of Arbor or similar school management systems (desirable).
· Maintains a high level of confidentiality and professionalism.
· Can work effectively with parents, staff, students, and external agencies.
[bookmark: why-join-us]Why Join Us?
At Bridgewater High School, we are committed to ensuring every child receives the support they need to thrive. You will be joining a collaborative and supportive team that places inclusion at the heart of everything we do.
We offer:
· A welcoming and supportive working environment.
· Opportunities for professional development and training.
· Access to Trust-wide networks and support.
· The opportunity to make a meaningful impact on the lives of young people and their families.
Bridgewater High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful applicants will be required to undertake an enhanced Disclosure and Barring Service (DBS) check and all pre-employment checks in line with Keeping Children Safe in Education.
TCAT is committed to equality of opportunity and welcomes applications from all suitably qualified candidates regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation.

Completed application forms should be sent to Jacqui McInnes on j.mcinnes@bridgewaterhigh.com	

Closing date is Friday 26th June 2026 at 12 noon
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BRIDGEWATER
HIGH SCHOOL

Lower School

Years 7-8

Hall Drive, Appleton
Warrington, Cheshire
WA4 5JL

Tel: 01925 263814

Upper School

Years 9-11

Broomfields Road, Appleton
Warrington, Cheshire

WA4 3AE

Tel: 01925 263919
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