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Job Description & Person Specification 

	Job title:
	SEN (Special Educational needs) 
Administrator  

	Responsible to:
	SENDCO

	Location
	Chase High School 

	Salary:
	Local Government Pay Scale 4 point 6-7



	Overview of the role:

	To provide high quality, comprehensive administrative support to the SEND department. Ensuring the efficient co-ordination, organisation and maintenance of SEND processes, records and communications.  The postholder will support the SEND team in meeting statutory requirements, maintaining accurate pupil information, liaising with staff, parents, external agencies and contributing to the effective provision of support for pupils with SEND.

	 Main Responsibilities  

	· Provide administrative support to the SEND team as required to ensure the effective functioning of the SEND office.
· Maintain the SEND inbox, ensuring timely monitoring, prioritization, and appropriate triage of all correspondence.
· Maintain and update all SEND registers and student files on school systems to ensure accurate recording and retrieval of information.
· Arrange annual review meetings for EHCP pupils by liaising with outside professionals, school staff, and parents; prepare necessary documents, record reports, and distribute them to parents.
· Communicate clearly and accurately with a range of stakeholders, including parents/carers, Local Authority Officers, and other professionals.
· Support the SENDCo and Exams Officer with the administration of Exam Access Arrangements.
· Maintain accurate paper and electronic copies of SEND files for all SEND students, as well as those not on the Code of Practice.
· Record SEND events and provisions on school systems, including parental meetings and inquiries.
· Contact curriculum departments and individual staff members to request up-to-date student information.
· Liaise with the SENDCo to ensure up-to-date copies of ISPs are easily accessible to teaching staff and LSAs.
· Ensure that school systems and the SEND register mirror each other and are kept up to date.
· Manage SEND data and perform general administrative duties as directed.


	General 

	· To understand and apply school policies in relation to health, safety and welfare.
· Attend relevant training and take responsibility for own development.
· Attend relevant school meetings as required.
· To respect confidentiality at all times.
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· To comply with individual responsibilities, in accordance with the role, for health and safety in the workplace.
· Ensure that all duties and services provided are in accordance with the school’s Equal Opportunities Policy.
· The Local Schools committee is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
· The duties above are neither exclusive nor exhaustive and the postholder may be required by the Headteacher or SENDCo to carry out appropriate duties within the context of the job, skills and grade.

	Other clauses:

	1. This job description does not form part of the contract of employment and is not a comprehensive definition of the post. The duties of this post may vary from time to time according to the needs of the school/Trust following consultation with the job holder. It will be reviewed periodically.
2. Your normal place of work is at Chase High School, however, Discovery Educational Trust reserves the right to require you to work at any other of its establishments, whether current or future.  This may be for a temporary period or on a permanent basis, according to the needs of the employer.

	Safeguarding:

	· We are committed to ensuring the highest levels of safeguarding and promoting the welfare of our students, and we expect all our staff and volunteers to share this commitment. 
· We adopt a robust, fair and consistent recruitment process which is in line with Keeping Children Safe in Education guidance. 
· All offers of employment are subject to an Enhanced DBS check, references, and where applicable, a prohibition from teaching check, and you are required to complete them and advise us immediately should you subsequently be convicted of an offence.
 
Please be advised we may complete online checks on shortlisted candidates. It is a criminal offence for any person who is barred from working with children to apply for a position at a school. 
For more information on our commitment to Safeguarding, please see the Trust Safeguarding and Child Protection Policy here.


	 Equality, Equity, Diversity & Inclusion

	We are committed to fostering a culture of inclusion where every member of our community is respected, valued and supported to achieve their full potential. 
We believe that a diverse workforce strengthens our school and enriches the educational experience of our students. 
We therefore welcome applications from candidates of all backgrounds, identities and experiences.

















Person specification


	Education

	Essential
· Good language, literacy and numeracy skills
· Qualifications including English and Maths GCSEs or equivalent 
	Desirable
· SEND related qualification or interest in SEND Experience utilizing specific school management information 


	Evidence:  Application Form

	Experience

	Essential
· Proven experience in an administrative role
· Experience of working in a similar environment
	Desirable
· Experience of working in an educational setting

	Evidence:  Application Form and letter of application

	Knowledge, skills and abilities

	Essential
· Excellent IT skills with a sound knowledge of Word and Excel
· Excellent communication and organisational skills
· Attention to detail
· Ability to foster good relationships with a variety of people
· Ability to prioritise workload and able to work to deadlines
· Ability to exercise initiative and solve problems
· Ability to contribute to the developments within the SEND department
· Ability to maintain accurate records and manage diaries.
· Ability to work across different systems
· A commitment to hard work and raising standards
	Desirable

· Experience of using Bromcom
· Experience of using CPOMS
· Knowledge of SEND

	Evidence:  
· Application Form
· Interview
· References

	Personal attributes and behaviours

	Essential
· Enjoy working as part of a team and be supportive of colleagues
· A high level of discretion and the ability to maintain strict confidentiality are essential
· Energy, enthusiasm and imagination
· Good sense of humour
· A commitment to equal opportunities
· Patience and adaptability
· Willingness to learn within the role
· Be suitable to work with children.
	Desirable
· Willingness to contribute to the wider life of the school






	Evidence:  
· Interview
· References

	Special requirements

	· Successful candidates will be subject to an enhanced Disclosure and Barring Service (DBS) check.
· Must have the right to work in the UK.
· Evidence of a commitment to promoting the welfare and safeguarding of children and young people.
· Commitment to equality, equity, diversity and inclusion, and to ongoing personal development
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