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Job Description: 

Special Educational Needs (SEN) Administrator

Responsible to: SENCo 

Hours: 30 hours per week, Term time only  

Salary: £19,390.74 - £23,388.31 (Annually Actual) 


Purpose of the Role


The SEN Administrator will provide high-quality administrative support to the SENCo and wider pastoral team, ensuring the effective organisation and delivery of provision for students with special educational needs and disabilities (SEND). This role is central to maintaining accurate records, coordinating communication with parents and external agencies, and supporting compliance with statutory requirements.



Key Responsibilities
· Administrative support: Maintain and update SEND records, databases, and filing systems in line with GDPR and school policies.
· EHCP coordination: Assist with the preparation, organisation, and review of Education, Health and Care Plans (EHCPs).
· Communication: Act as a point of contact for parents, carers, and external professionals regarding SEND matters.
· Meeting support: Schedule, prepare paperwork, and take minutes for SEN reviews, annual reviews, and multi-agency meetings.
· Data management: Collate and analyse SEND data to support reporting to senior leaders, governors, and local authorities.
· Compliance: Ensure statutory deadlines are met and documentation is accurate for ISI and local authority requirements
· Resource organisation: Support the SENCo in managing resources, interventions, and timetables for SEND provision.
· Supervision: Provide supervision and support for SEN pupils in the designated Hub ensuring a safe, structured, and supportive environment.
· General support: Provide administrative assistance to the wider pastoral team as required.
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