

Job Description: SEN OfficerJob Purpose

Grade:                      Grade 4
Base:			Consett Academy
Responsible to: 	SENCOMain Responsibilities



Support for SENCO
Support the SENCO in ensuring the Academy is compliant with all statutory and code of practice requirements for SEN.
Under the guidance of the SENCO, liaise with colleagues and external agencies e.g., Education Psychology Service, medical services, social services.
Meet regularly with parents/carers to share information, agree targets and seek to develop strong home/Academy links for students with SEN. 
Under the guidance of the SENCO, create, review and quality assure ILP, SEN support plans and EHC Plans.
Complete appropriate referral forms to outside agencies to best support young people.
Observe students to quality assure that IPL, SEN support plans and EHC Plans are being followed within the classroom.
Student Support
Provide feedback to all stakeholders on student progress and development for students in their care.
Administer & assess tests including the recording of tests.
Invigilate examinations as directed.
Liaise with parents/carers/outside agencies where appropriate.
Assist with specific medical/care needs of students where appropriate including occupational therapy.
Provide objective and accurate feedback and reports as required on student achievement, progress and other matters, ensuring the availability of appropriate evidence; including regarding recommendations from professionals’ reports.
Record progress and achievement in lessons/activities systematically and providing evidence of range and level of progress and attainment. Provide support to teachers around appropriate strategies for support.
Production of resources when delivering targeted intervention.
Assist the teaching staff in the smooth transition between educational phases.
Deliver learning activities to students within the agreed system of supervision, adjusting activities and interventions according to student responses/needs.
Deliver local and national learning strategies e.g. literacy, numeracy, KS3, Early Years and make effective use of opportunities provided by other learning activities to support the development of student’s skills.  Ensure that up to date knowledge and information is included in the production of SEN support plans.
Use ICT effectively to support learning activities, and develop students’ competence and independence in its use.
Support with timetabling and resourcing of TAs to best support students.
Promote the safety and wellbeing of students, and help to safeguard students’ well-being by following the requirements of Keeping Children Safe in Education and our school’s child protection policy 
Develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support
Work collaboratively with teaching staff to support students in their learning and the preparation of learning resources.
Supervise the use and care of the school building, fixtures and equipment by the pupils and to ensure their adherence to relevant health and safety regulations.
Set an example to students in work ethic, conduct, dress code, punctuality and attendance.
Notwithstanding the detail in this job description, the jobholder will undertake such work as may be determined by the Headteacher from time to time, up to or at a level consistent with the main responsibilities of the job.
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Person Specification: SEN Officer 
	Criteria
	Essential
	Desirable
	Method of Assessment

	Qualifications and training
	GCSE grades 9 to 4 (A* to C) in English and Maths or equivalent
NVQ Level 3 or equivalent in a relevant area or appropriate experience as a Teaching Assistant
Current First Aid Certificate or willingness to work towards
	Qualified HLTA
Special educational needs strategies
Literacy/numeracy strategies
Child protection
Evidence of recent professional development
	Application form

	Experience
	Recent and relevant experience of working with children with in an SEN setting, within a specified age range
Sustained recent experience of working with children and young people in an education setting
	Experience of resources preparation to support learning programmes
	Application form, Interview/Assessment,
References

	Professional Skills & Knowledge

	Ability to liaise sensitively and effectively with students, parents and carers
Programmes/techniques (within specified age range/subject area) e.g. knowledge of core subjects
Excellent written and communication skills
Good IT skills
Ability to manage behaviour of children in a positive and supportive manner
Understands and acts on responsibility for the safeguarding and welfare of students
Maintains appropriate professional boundaries with students and parents
	Knowledge of legislation and statutory frameworks pertaining to children with SEN
Ability to write ILP’s, Support Plans and EHCP applications and reviews
	Application form,
Interview/Assessment,
References

	Personal attributes
	A positive role model of professional practice and conduct to others
Ability to build and maintain successful relationships with students; treat them consistently, with respect and consideration, and demonstrate concern for their development as learners.
A high level of personal effectiveness including good organisational, planning and prioritisation skills and ability to meet deadlines 
Ability to work effectively as part of an internal team and with external agencies/services. 
Punctual and reliable
Suitability to work with children
	
	Application form,
Interview/Assessment,
References
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