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Person Specification 



	Criteria 
	Essential 
	Desirable 

	Qualifications 
	GCSEs in English and Maths 
	 

	Experience 
	Proven administrative experience in a busy office environment 
	Experience working in education or SEND settings; experience supervising or supporting pupils with SEND 

	Knowledge 
	Understanding of SEND processes and statutory requirements 
	Familiarity with EHCP processes and SEND Code of Practice 

	Skills 
	Excellent organisational and time-management skills 
	Ability to use school MIS system (iSAMS) 

	Communication 
	Strong interpersonal skills with staff, parents, and external agencies 
	Experience taking minutes and producing professional reports 

	IT Proficiency 
	Competent in Microsoft Office (Word, Excel, Outlook) 
	Advanced Excel skills for data analysis 

	Personal Attributes 
	Attention to detail and accuracy 
	Commitment to ongoing professional development 

	Safeguarding 
	Commitment to safeguarding and child protection policies 
	Previous safeguarding training 
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