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	POST TITLE: SEND Administrator

	OVERALL PURPOSE OF THE POST

	Under the direction of the SENDCo the post-holder will provide a highly professional and efficient administrative service to the SEND/Inclusion team and also be available for deployment in other administrative teams as required.   

Liaise with Inclusion and Pastoral staff to gather and collate relevant information for use by staff in support of timely and accurate SEND paperwork.  Collate data and information relating to students’ progress.  Provide first point of contact for general telephone enquiries regarding SEND/Inclusion provision and ensure calls and messages are directed to the relevant member of the team.  

Maintain a secure, friendly and efficient environment for staff, students, parents / carers and visitors to Inclusion, including arranging meetings and provision of visitor hospitality.  Assist with the co-ordination of SEND/Inclusion events.  

	MAIN DUTIES AND RESPONSIBILITIES

	Main Duties

To carry out a variety of general administrative duties as required by the academy and which will include:
· Coordinate the Annual Review process for all students including scheduling and administration pre and post meetings
· Ensure all Annual Review paperwork is completed, collated and submitted on time
· Read, check and note required provisions in EHCPs
· Proofread a range of reports and editing as requested
· Attend and take minutes at Annual reviews when required
· Liaise with parents, outside agencies, local authorities and other stakeholders as necessary
· Answer enquiries, typing, send letters and reports to parents/carers and/or outside agencies
· Keep whole school SEND provision map updated with information on student interventions
· Liaise with feeder schools at times of transition, collecting information/data to inform SENDCO
· Deal with situations of a sensitive nature and maintaining the necessary and appropriate confidentialities
· Assist in planning and preparation for SEND Open Mornings, Parent/Carer Consultations, Induction Days and other whole school events (which may fall outside usual working hours)
· Assist with reception/administrative duties when required
· Updating the school emergency plan, staff handbook and all staff handouts
· Liaise with Principal/SENDCo and Clerk to the Governors on academy and Trust policy reviews  
· Keep up to date records of staff CPD under the supervision of the Principal/SENDCo
· Collate data and information relating to student progress
· Provide first point of contact for general telephone enquiries regarding SEND/Inclusion provision, ensuring calls / messages are directed to the right member of the team
· Maintain a secure and friendly environment for staff, students, parents / carers and visitors to Inclusion – including arranging meetings with students and parents / carers and the provision of visitor hospitality as appropriate
· Support the team with the implementation of the Exam Access Arrangements policy
· Any other reasonable tasks as directed by the Principal/SENDCo

General duties and responsibilities
· Assist with the co-ordination of SEND events
· Be capable of working with minimal supervision at key times
· Provide support for the organisation of meetings as required, for example – room booking, setup, refreshments etc.
· Photocopying and filing of documentation

The post holder will be expected to work in a flexible manner undertaking any reasonable duties commensurate within the range and grade of the post, or indeed lesser duties as directed and whether detailed within this profile or not, but as required by the Academy. This is an outline job profile to indicate the general purpose and level of responsibility of the post. Duties may vary from time to time without changing the character of the post or general level of responsibility.

	OTHER

	
All ACET staff are expected to:
· Appropriately maintain the confidentiality of the working environment;
· Promote and support the aims, ethos and vision of the academy/trust;
· To comply with all ACET policies and procedures;
· To comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post.
· Work in other ACET academies, as required (with travel payment if appropriate).

The purpose of this job profile is to provide an overview of the duties and responsibilities involved in this role, however it is not intended to be exhaustive. In consultation with the post holder, this profile may be reviewed and could be subject to change during the course of employment.




	





ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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