PERSON PROFILE


	SEND ADMINISTRATOR
	
Essential
	
Desirable
	Method of Assessment

	General Qualifications & Training
	
	
	

	5 GCSE’s including English & Maths (or equivalent) 
	
	
	AF/D

	A good standard of literacy/numeracy and a commitment to life-long learning
	
	
	AF/I

	Commitment to attend appropriate training and development 
	
	
	AF/I

	Ability to use a range of IT applications; Microsoft Office – Word, Excel, Outlook, Publisher and Power Point
	
	
	AF/I

	Ability to use / experience in using school information management system(s) such as Bromcom / SIMS /class Charts/Edu Key
	
	
	AF/I

	Experience	
	
	
	

	Experience in administration
	
	
	

	Recent relevant experience in managing and progressing telephone enquiries
	
	
	AF/I

	Handling sensitive and confidential information in line with organisational requirements
	
	
	

	Experience of working in a school environment
	
	
	AF/I

	Administration involved in EHCPs
	
	
	AF/I

	Knowledge of Special Educational Needs
	
	
	

	Experience of liaising with outside agencies
	
	
	

	Experience of liaising with parents / carers 
	
	
	

	Skills, Knowledge & Aptitudes
	
	
	

	Proven track record of effective working within a team
	
	
	

	Able to remain calm under pressure
	
	
	AF/I

	Accurate written communication skills, including proof-reading
	
	
	

	Ability to work with minimum supervision at key times and to make decisions, in line with agreed procedures/policies e.g. prioritisation of work, appropriate release of sensitive information
	
	
	AF/I

	Ability to use email and the internet
	
	
	AF/I

	Ability to work efficiently and methodically through problem solving and multi-tasking
	
	
	AF/I

	Ability to keep up to date on relevant policies and procedures in line with the duties identified in the job description
	
	
	

	Ability to prioritise and manage workload, working effectively and calmly under pressure
	
	
	AF/I

	Ability to interact effectively with staff, parents/carers, students and outside agencies in a confident and professional manner
	
	
	AF/I

	Ability to view a situation / task from an alternative perspective
	
	
	

	Personal Attributes
	
	
	

	Clear and effective verbal, aural and written communication skills which demonstrate appropriate empathy and efficiency
	
	
	AF/I/R

	Motivation and enthusiasm to learn new skills and quickly acquire new areas of knowledge
	
	
	

	Discrete when dealing with sensitive and / or confidential matters
	
	
	AF/I

	Good team player and good sense of humour
	
	
	AF/I/R

	Calm in a crisis
	
	
	

	Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
	
	
	

	Other Requirements
	
	
	 

	A pragmatic ‘can-do’ and flexible approach to tasks with an ability to ensure work is completed to the appropriate standards required
	
	
	AF/I/R

	Good sickness/attendance record in current/previous employment 
(not including absences resulting from disability)
	
	
	AF/R

	No serious health problem which is likely to impact upon job performance 
(and which cannot be accommodated by reasonable adjustments)
	
	
	AF/I/R

	Appointment of the successful applicant will be subject to satisfactory DBS disclosure at an enhanced level (further information can be found at www.disclosure.gov.uk).
	
	
	




AF – Application Form	 I – Interview		D – Certificate or documentary evidence to be supplied at interview	R – References


All adults in school have a responsibility to safeguard and promote the welfare of children

