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JOB DESCRIPTION
Role:


SEND Administrator
Accountable to:
SENCO (Special Educational Needs Coordinator)
Grade:

NJC Grade 5
	PURPOSE
	To provide effective administrative and organisational support to the SENCO and wider inclusion team, ensuring the efficient coordination, monitoring and recording of provision for pupils with Special Educational Needs and/or Disabilities (SEND), in line with statutory requirements and school policies. 

	

	Administrative Support 

Maintain accurate and up-to-date records of all pupils with SEND, including EHCPs, SEND Support plans, and provision maps. 

Manage the SEND database/management information system (MIS), ensuring compliance with data protection regulations. 

Prepare, format and distribute documentation for reviews, meetings and interventions. 

Coordinate and track annual reviews of EHCPs, ensuring statutory deadlines are met. 

 

Communication and Liaison 

Act as a point of contact for parents/carers regarding SEND queries, responding sensitively and appropriately. 

Liaise with external agencies (e.g. educational psychologists, therapists, local authority SEND teams) to organise meetings and share information. 

Support communication between teaching staff, support staff, and senior leaders regarding SEND provision. 

Meeting Coordination 

Organise and minute meetings such as annual reviews, TAC meetings, and intervention planning sessions. 

Ensure all relevant documentation is prepared, circulated and securely stored following meetings. 

 

Monitoring and Reporting 

Track interventions and provision to support reporting on pupil progress and outcomes. 

Assist the SENCO in preparing reports for governors, SLT, and external bodies. 

Support audits and inspections by ensuring SEND records are compliant and accessible. 

 
Compliance and Procedures 

Ensure the school meets statutory SEND code of practice requirements. 

Maintain confidentiality and handle sensitive information appropriately at all times. 

Support the implementation of school policies relating to inclusion and SEND. 

 

General Duties 

Undertake general administrative duties including filing, data input, photocopying and correspondence. 

Contribute to the wider administration team when required. 

Participate in training and professional development opportunities. 
To play a full and active part in the life of the school through contributions to initiatives, student facing projects and extra-curricular events, where appropriate or reasonably requested. 

To complete duties such as; lunch or break supervision, before or after school duties as directed by the rotas. 

To undertake CPD that is relevant to role and working with students and families. 

To complete first aid training and be part of the first aid rota. 

To work collaboratively and supportively with colleagues to achieve the vision and mission of the academy. 

To undertake reasonable requests from the academy Headteacher. 




This Job Description may be reviewed by the Headteacher, as necessary,

and may be amended at any time after consultation with you. 

Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.
PERSON SPECIFICATION

POST: SEND Administrator
	Attributes
	Essential/

Desirable
	How 

Assessed

	Qualifications, Skills and Experience

	GCSE (or equivalent) in English and Maths (Grade C/Grade 4 or above) 
	Essential
	Application

	Relevant administrative qualification or equivalent experience 
	Essential
	Application

	Training or qualification related to SEND or education administration 
	Desirable
	Application 

	Strong organisational and administrative skills 
	Essential
	Interview

	Excellent written and verbal communication skills 
	Essential
	Interview

	Ability to manage multiple tasks and meet deadlines 
	Essential
	Application / Interview

	High level of accuracy and attention to detail 
	Essential
	Interview

	Proficient in IT systems including Word, Excel and email 
	Essential
	Interview

	Ability to interpret data and produce reports 
	Desirable
	Interview

	Minute-taking skills 
	Desirable
	Application  / Interview

	Experiencce

	Experience of handling confidential and sensitive information 
	Essential
	Application / Interview

	Experience of using IT systems (e.g. Microsoft Office, databases, MIS systems) 
	Essential
	Application / Interview

	Experience of working in an administrative role 
	Desirable
	Application / Interview

	Experience working in a school or educational setting 
	Desirable
	Application

	Experience supporting SEND provision or working with external agencies 
	Desirable
	Application / Interview

	Knowledge and Understanding
	
	

	Understanding of the importance of confidentiality and data protection (GDPR) 
	Essential
	Application / Interview

	Awareness of SEND and inclusive education principles 
	Essential
	Application / Interview

	Knowledge of the SEND Code of Practice 
	Essential
	Application / Interview

	Familiarity with EHCP processes and annual reviews 
	Desirable
	Application / Interview

	Behaviour and Values

	Commitment to supporting the aims and ethos of the Academy
	Essential
	Application / Interview

	Willingness to adhere to all Trust and school policies
	Essential
	Application

	Ability to maintain complete confidentiality and discretion, demonstrating sound judgement and a calm approach
	Essential
	Application / Interview

	Ability to work co‑operatively and effectively as part of a team
	Essential
	Interview

	Willingness to engage actively in professional learning, development and training as agreed
	Essential
	Interview

	Professional, approachable and empathetic manner 
	Essential
	Interview

	Commitment to safeguarding and promoting the welfare of children 
	Essential
	Interview

	Flexible and adaptable approach to work 
	Essential
	Interview

	Ability to build positive relationships with staff, pupils and families 
	Essential
	Interview
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