
Whalley Range 11-18 High School
A member of the Greater Manchester Education Trust
Job Description

Inclusion Team Administrative Officer, Grade 5
The post holder will report to the Assistant Headteacher SENCO and Administration Manager/Headteacher’s PA. Apart from other colleagues in the school, the main contacts of the job are: SENCO, Administration Manager, Headteacher, teaching staff, other support staff and students.
Main Purpose of the job:
· To work collaboratively with all staff and parents/carers to support student wellbeing 
· To contribute to the effective development of the Inclusion Team by providing administrative support through a high quality, efficient administrative support service 
· To assist the SENCO/Head of Inclusion in supporting identified students (SEN/EAL/Looked After Children), by providing and keeping up to date all necessary documentation, including Learning Plans and Personal Education Plans, EHCP Annual Reviews, EHCP processes
· Under the direction/instruction of the Administration Manager/Headteacher’s PA, to provide a high quality, efficient administrative support service to the school

· To support the organisation of meetings with key professionals, external agencies and parents  

· To support communication processes to ensure positive relationships with all key stakeholders

· Under the direction/instruction of the Administrative Support Office Supervisor, to provide a high quality, efficient and effective administrative support service to the school.
This post encompasses a wide range of administrative tasks that are essential to the effective running of the school and work within the trust. The following list is illustrative and will be reviewed regularly in line with developments in the school. 
Organisation

1. Use initiative to organise and manage own workload to ensure that deadlines are met

2. To contribute to the planning, development and organisation of support systems, procedures, and policies
3. To undertake routine clerical and administrative support duties on behalf of individual members of staff in relation to the organisation of school activities

4. Working as part of a team providing a complete administrative support service to members of the SLT, the academic team and other staff as appropriate
5. To maintain manual and computerised records, and to use I.T. systems effectively to provide reports and statistics
6. To provide a responsive multi-line switchboard and reception service to the school, involving answering a high volume of calls, maintaining a rapid response rate, directing calls to their destination, and taking and distributing messages, in line with agreed standards.
Administration

7. To plan and gather documentation for annual reviews, liaising with all necessary staff and outside agencies ensuring that all statutory deadlines for submissions of data are met
8. To manage the school’s SEN register, Inclusion referral system and recording systems such as Edukey provision mapping, providing regular updates to relevant staff

9. To support the SENCO in liaising with external agencies such as Educational Psychology, Speech & Language Therapy, Manchester Sensory Support Service, CAMHS to ensure that students are supported
10. To have responsibility for the oversight and maintenance of an administrative process for the development and review of Individual Health Care Plans (IHCPs) for students
11. To liaise with leaders of school trips and visits in relation to risk assessments to support the participation of students with SEN
12. To support effective communication and liaison in respect of school referrals to the inclusion faculty

13. To provide support with assessments for the inclusion faculty in preparation for assessment of student needs

14. To liaise with parents/carers as appropriate establishing and maintaining good relationships to ensure that families of students in need of additional support are kept fully informed of their daughter’s needs and progress, fostering positive family support and involvement.

15. To assist the Inclusion Team Faculty in the development, implementation and monitoring of procedures/policies and systems as required.

16. To support the operation of the learning zone.
17. To support the administration of the whole school admissions process

18. Drafting and interpreting general typing requests including the preparation of complex and confidential reports
19. Undertake occasional reception duties, answering routine telephone and face-to-face enquiries and signing in visitors. Disseminating messages to the appropriate colleague/department
20. To assist in the supervision of students on visits, trips and out of school activities as required
21. To assist with school administrative duties including exam invigilation as part of the agreed system for the school
22. Using phone calls, email and other systems such as EduLink to communicate effectively with a range of stakeholders both internally and externally
23. Using all aspects of Microsoft and SIMS to produce reports and documents for use by staff, students and families
Resources

24. To arrange the orderly and secure storage of stocks and supplies
25. To maintain display boards and to ensure these are refreshed regularly

26. Photocopying and distribution of information as required

27. To support the training of staff in the use of all appropriate electronic and office-based systems relevant to the Inclusion Team.

Responsibilities

28. To undertake First Aid Training and deal with and report first aid incidents as part of the agreed system in place
29. To assist with student welfare duties including the supervision of students at social times under the agreed system for the school to ensure the safety and welfare of students

30. To work as part of a team to support colleagues and contribute to the vision and ethos of the school
31. To attend staff meetings and other meetings as required from time to time

32. To undertake any such additional duties as are reasonably commensurate with the level of the post
33. To undertake personal development to improve own practice
34. To actively participate in the trust’s support staff appraisal process.

35. To develop good working relationships with stakeholders in the school and trust

36. To liaise with staff at all levels within the school and trust

37. To work collaboratively with all staff and parents to support student wellbeing
38. To maintain high levels of quality assurance including accuracy of information
39. Through personal example, open commitment and clear action, to ensure diversity is positively valued, resulting in equal access and treatment in employment, relationships with students, parents and colleagues and external communications
40. To be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions.  To co-operate with the school on all issues associated with health, safety and welfare

41. To ensure, at all levels, the maintenance of confidentiality required by school and trust policies

42. To participate and actively contribute to improving administration standards and promoting a culture of customer care within the school community
43. To undertake routine clerical and administrative support duties on behalf of individual members of staff, departments or faculties, in relation to the organisation of all school activities

44. To contribute to the planning, development and organisation of support systems, procedures and policies including BFL

Where the post holder 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.

Whalley Range 11-18 High School

Person Specification

Inclusion Team Administrative Officer, Grade 5
Experience
· Significant experience of working in an administrative support environment
· Experience of preparing confidential documentation (e.g. for students with special educational needs/disabilities and vulnerable groups of students)
Knowledge/Skills
· Demonstrable ability to operate various software packages, e.g. Microsoft Word and Excel, and information technology systems and equipment
· Good communication skills, for effective interaction with service users, colleagues and members of the public

· Good literacy and numeracy skills to accurately complete and maintain relevant records and produce reports

· Demonstrate knowledge and understanding of maintaining electronic and manual filing systems

· Ability to work on own initiative, to be proactive, and to plan own workload as well as the work of others
· Willingness to undertake first aid training
· Willingness to work as part of a team to ensure high quality standards

· Willingness to abide by the Trust’s various policies including safeguarding
· Ability to speak a community language eg Arabic/Urdu/Somali/Farsi would be desirable
Personal Style and Behaviour

Tact and diplomacy in all interpersonal relationships with the public, students and colleagues at work

Self-motivation and personal drive to complete tasks to the required timescales and quality standards

The flexibility to adapt to changing workload demands and new school challenges

Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the school community
Personal commitment to continuous self-development

Personal commitment to continuous service improvement

Personal commitment to the Trust’s professional standards, including dress code, at all times

Be willing to consent to and apply for an Enhanced Disclosure & Barring Service (DBS) check
