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SEN Administrator
	Job Category:
	Support Staff
	Reports to:
	Line Manager/Headteacher
	Line manages:
	N/A


Purpose of the Role

To provide high-quality administrative support to the SENCo team across two sites.  The postholder will contribute to the effective running of SEND provision, ensuring efficient systems and excellent communication with staff, pupils, parents and external agencies.

Key Duties and Responsibilities

· To provide comprehensive administrative support SENCo.
· Maintain accurate SEND records, including pupil files, Bromcom documentation on CPOMS. 
· Prepare paperwork for Annual Reviews and support the organisation of SEND meetings.
· Assist with SEND data collation, input and reporting.
· Liaise with parents to obtain consent and share SEND information as required
· Provide administrative support including filing, word processing, reprographics and data entry.
· Input data into school systems or databases.
· Ensure all SEN documentation is accurate, confidential and compliant with Trust policies.
· Arrange room booking for meeting, reviews and external agency visits and liaise with outside agencies.
· Attend professional development sessions and staff meetings as required.
· Demonstrate the core values of the school and Trust in all interactions.
· Engage fully with the Trust’s performance management process.
· Undertake any other duties reasonably requested that fall within the scope of the role.
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· The postholder is expected to fully engage with the Trusts performance management process.
· To demonstrate the core values of the school and Trust at all times.
· To attend staff meetings and Trust-based INSET as required.
· The postholder is required to carry out the duties in accordance with our Health & Safety policies and procedures 
· To maintain at all times the utmost confidentiality with regard to all reports, records, personal data relating to staff and pupils and other information of a sensitive or confidential nature acquired in the course of undertaking duties for the Trust, with due regard to General Data Protection Regulations.
· The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.
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	Signed:
	
	Date:
	



CIT is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. This post is subject to references and an enhanced DBS disclosure check.  Applicants will also be subject to a Social Media presence check.
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