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JOB DESCRIPTION



	JOB TITLE


	SEND Administrator

	PUBLICATION DATE


	January 2026

	POSTHOLDER’S SIGNATURE


	

	AUTHORISING OFFICER’S SIGNATURE


	

	REVIEWER


	

	REVIEW DATE


	

	STATUS


	

	SALARY


	H4.1

















RESPONSIBLE TO:
Headteacher and on a day to day basis the SENCO


MAIN RESPONSIBILITIES

It is a responsibility of all staff to safeguard the welfare and rights both of students and colleagues.  Staff should be conscious of their actions and their words and the impression and impact this may have.  At Nobel we show respect to all regardless of gender, race, ethnicity, religion, orientation or age.

JOB PURPOSE

To provide professional, confidential, administrative support for the SENDCo and SEND Team and to support the inclusive nature of the school to enable all students to thrive and meet their full potential.

PARTICULAR  DUTIES AND RESPONSIBILITIES

· To assist the SENCO in establishing, organising and maintaining effective and accurate SEN pupil records
· To liaise with the Transition team to collate SEN data on new pupils 
· Read and interpret reports obtained from professionals, e.g., EP, OT 
· Complete EHCP applications for submission to the LA after meeting with parents and SENDCo 
· Ensure all annual review meetings are arranged and take place within the required timeframe and that all relevant people are invited 
· Prepare paperwork for all ECHP annual reviews (e.g., get teachers’ comments and pre-populate the annual review document with outcomes etc. ahead of the meeting) 
· Attend each EHCP annual review meeting to note take for meeting leader/SENDCo 
· Attend and take minutes of meetings as and when required along with the production of minutes / action plans 
· Complete all EHCP annual review/requests for change of provision paperwork in detail and submit to the LA post annual review 
· Ensure that all relevant reports are commissioned, carried out and ready to submit with EHCP annual review paperwork, e.g., if a change of provision is to be requested at the review, ensure that the pupil has been seen by the EP and that the report is obtained ready for submission. Include new outcomes informed by the reports
· Respond to enquiries from the LA re pupils with EHCP’s 
· To assist with the collation of pupil data in report format and to liaise with the Examinations Officer in the timely retrieval of reports in order to facilitate individual comments for SEN pupils prior to them being published 
· Support in gathering evidence and documenting Access Arrangements for examinations 
· Respond to queries from parents accordingly after liaison with SENDCo/Hub manager 
· Carry out general admin tasks for the SEN dept, e.g. maintaining accurate records, saving electronic copies of reports and EHCPs and paper versions, ensure reports and documents are uploaded 
· Notify relevant staff of reasonable adjustments via email 
· Send round robins to either notify of or obtain information about pupils 
· Keep the EHCP tracker spreadsheet up to date, e.g. record all new consultations, record annual review due dates, dates reviews held, dates paperwork submitted etc.
· Commission professionals, accordingly, e.g. book EP time and keep a list of pupils to be seen •
· Manage SENDCo’s diary of appointments
· Finance – Raising orders, tracking SEND and AP finances
· To update and maintain the SEND register
· To liaise with alternative provision suppliers by email as and when required 
· To contribute to whole school communication and publicity relating to SEN pupils and provision. This will include liaising with the SENCO to ensure there are effective SEN contributions to the school website
· Ensure all staff have access to EHCPs and/or EP reports when required 
· Support staff as and when needed, e.g., staff ask for advice to help when SEDNCO/Manager not available
· Contribute ideas or opinions re areas for development linked to LA knowledge
· Compose letters on behalf of department as required - therapist letters/intervention letters
· Check final amended Plans are received and query anything accordingly, e.g., check banding is correct
· Carry out any other tasks that need doing and be prepared to help out in any way that benefits pupils and the department
· To ensure all matters are treated with the utmost professionalism, maintaining high standards of discretion and confidentiality at all times.
· To undertake a diverse range of administrative duties within both the SEND and Office Team, as directed by the Admin Manager | SENDCo.


NOTES:

The post is 37 hours per week term-time only, plus two INSET days and 10 additional days.

Indicative working hours:  8:00am - 4.00pm 































Person Specification:  SEND Administrator

	
Essential

	Desirable

	SKILLS AND EXPERIENCE

	GCSE Maths/English minimum grade C, or equivalent.
	Evidence of further study

	Good IT skills (document formatting in MS Word; knowledge of basic formulas in Excel)
	Understanding of SEND Code of Practice and the Equality Act 2015


	Dependability and very good organisational skills.
	Awareness of keeping children safe, healthy lifestyles and good mental health


	Strong verbal written communication skills.
	Knowledge of General Data Protection Regulations


	Ability to maintain a high work rate and manage multiple tasks and priorities
	Relevant SEND or special educational needs administration training

	Experience of working to deadlines in a busy office environment
	Experience supporting a SENCO or SEND team with administrative tasks

	PERSONAL QUALITIES

	Collegiate and supportive approach to working in a team.
	Perseverance.

	Ability to respond calmly and courteously in the face of challenge.
	

	Ability to establish good relationships with pupils, parents and staff.
	

	Commitment to the success of our students.
	

	Enthusiasm and good sense of humour.
	

	Professional discretion.
	

	Flexibility.
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