
[image: ]
JOB DESCRIPTION – SEN ADMINISTRATOR
GRADE: BP3
RESPONSIBLE TO: SENDCO 
PATTERN: Full time (39 weeks) 37 hours per week 
CONTRACT: Permanent, Term time   

Key Purpose 
To provide comprehensive administrative, clerical, and secretarial support to the SENDCo, and SEN team, ensuring the effective coordination of Special Educational Needs (SEN) processes and statutory requirements. The role includes maintaining accurate student records, managing Annual Reviews and external agency liaison, preparing SEN documentation and reports, supporting student transitions, and using Bromcom to maintain data and produce reports, while ensuring compliance with GDPR and school procedures.

The role will be but not limited to the following responsibilities: 
· To support the SENDCo in all aspects of their administration duties. 
· To provide high quality secretarial, administrative and clerical support to the SENDCo and staff in the SEN team
· To provide administrative support for transfers, Annual Reviews, and other statutory requirements associated with managing SEN students
· Answering enquiries, typing, sending letters and reports to parents/outside agencies
· To collate, copy and distribute relevant paperwork for meetings
· To be responsible for organising the statutory documentation for Annual Reviews which include; Annual Review schedule; inviting parents, outside agencies and collating teacher, student and parents' comments
· Prepare student EHCP's and additional reports
· Update the SEN Register and maintain accurate records in Bromcom
· To update attendance, register for SEND students.
· To manage all external agency appointments and maintain accurate tracking of related data
· To manage all external agency appointments and track data 
· To coordinate the actions from all meetings including the typing up and distribution of minutes 
· To write up and maintain SEN profiles and SEN Support plans  
· To manage the current and archived student’s file, ensuring that secure documents are treated appropriately in line with GDPR
· To manage the administration requirements for the transition from Year 6 to 7
· Use Bromcom to generate specific information or reports or to compile and collate data
· Monitor stock and stationery, cataloguing/documenting resources and undertaking audits as required for the department

· To coordinate and maintain the Learning Support Assistant (LSA) deployment timetable, ensuring effective allocation of support resources in line with student needs, Education, Health and Care Plans (EHCPs), and departmental priorities.

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities.

We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share in this commitment.

I acknowledge that this Job Description outlines the current duties of the role and accept that these may be subject to change in line with the needs of the school.

Name: __________________________

Signature: ______________________

Date: ___________________________
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Principal:
Tim Dobbs BA (Hons), NPQH
Chiltern Hills Academy

Chartridge Lane, Chesham
Buckinghamshire HP5 2RG

Telephone 01494 782066
office@chacademy.co.uk
www.chilternhillsacademy.co.uk
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