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JOB DESCRIPTION

POST:	SEN Administration Support

PAY GRADE:	Grade 4 SCP 6 –7
	Actual Salary £21,780.86 - £22,127.82
		
HOURS:					37 hrs per week, Term Time Only (38 weeks per year)
					8am – 4pm Monday – Thursday 
					8am – 3.30pm on Fridays 

REPORTS TO:	Assistant Headteacher - Inclusion 
	

LINKS TO:	Assistant Headteacher – Inclusion
SENCO
	DP Lead 
Business Manager
Teaching Assistants
Teaching Staff

JOB PURPOSE 	

To provide a comprehensive administrative support to the SEND team and the school’s Specialist ASD Provision. This is a strictly non-teaching, desk-based role. The successful candidate will manage statutory EHCP paperwork, coordinate complex multi-agency schedules, maintain student data within Arbor, and serve as the central operational hub for both mainstream SEND and the Designated Provision.  You will also manage the SEND and Inclusion team inbox and communications.

PRINCIPAL RESPONSBILITIES	

1. General Administration
· Arbor Maintenance: Keep all SEND profiles, One page profiles, medical alerts, and custom ASD provision fields up to date on Arbor.
· Provision Mapping: Log, track, and monitor timetabled interventions and specialist staff funding allocations on Arbor or integrated software.
· Data Reporting: Run weekly and termly reports on Arbor to assist the SENCO with data analysis as needed.
· Audit Readiness: Ensure all digital files meet requirements.
· Manage the SEND and Inclusion team inbox and communications.
· Manage the Inclusion calendar of events, send invitations and support deadlines 
· Support admin for all Inclusion cohorts, including SEMH as an aspect of SEND
· Accurately record, prepare, and distribute meeting notes and minutes.


2. EHCP & Local Authority (LA) Coordination
· Annual Reviews: Coordinate and schedule statutory annual reviews for students, managing the transition paperwork for Post-16 pathways.
· Provision Tracking: Gather evidence of specific speech, language, and occupational therapy interventions to prove delivery of EHCP legal requirements.


3. Multi-Agency Liaison & ASD Communications
· First Point of Contact: Act as the professional and empathetic administrative link for parents of students in the mainstream school and the specialist provision.
· External Professionals: Coordinate schedules with Educational Psychologists, Speech, and Language Therapists (SALT), Occupational Therapists (OT), and CAMHS.
· Meeting Management: Issue calendar invitations, book rooms, distribute agendas, and take precise minutes during complex multi-agency professionals' meetings.

4. Secondary Exam Access Arrangements (EAA)
· Support the SENCO to collate all evidence for exam access arrangements and work with the exams assessor to ensure all students have been assessed

5. Safeguarding and Compliance
· Safe Environment: Adhere strictly to school safeguarding policies, child protection procedures, and data protection legislation (GDPR).

Other

· Participate in all relevant CPD

· Comply with all relevant Health and Safety processes as required by the school’s Health and Safety systems.

· Any other duties as requested by the Principal which are consonant with the general duties and responsibilities of the post and its grade. 


Reviewed By
Name:  		Kath Forber
Position:  	Assistant Headteacher - Inclusion
Date: 		June 2026
PERSON SPECIFICATION

POST: SEN Administration Support		
GRADE 4 SCP 6 - 7


	
	Essential
	Desirable

	Experience

Experience of working in an education environment

Experience of liaising with Senior Leadership Team and school stakeholders

Experience of working with Arbor

Currently working in an administration role
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Skills/ Knowledge

Minimum educational qualifications of 5 GCSEs including English and maths 

Knowledge of Arbor

Understanding and awareness of the systems of Performance Management systems used in schools


Ability to work and communicate with a variety of people across all levels and stakeholder groups

Computer literate including knowledge of MS office – Outlook/ Word/ Excel
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Competencies

Communicates well with others in a sensitive manner adapting to circumstances as required

Able to analyse varied information from a number of sources and resolve problems.

Able to work with others, using developed negotiating, advisory and persuasive skills to encourage others to adopt a particular course of action

Ability to liaise with school employees, school leadership team and external agencies.

Well-organised and able to work to deadlines

Able to prioritise and work on own initiative with little close supervision. Able to respond to unanticipated problems and situations making decisions as to how tasks are to be carried out without reference to a manager.

Able to handle considerable levels of interruptions, conflicting demands and changing priorities. 

Good administrative skills and excellent attention to detail.

High degree of confidentiality

	



· 


· 



· 


· 


· 



· 



· 

· 

· 


	




[image: ]
image1.jpg
\'v\'\\\"'] Wy R

BRIDGEWATER
HIGH SCHOOL

Lower School

Years 7-8

Hall Drive, Appleton
Warrington, Cheshire
WA4 5JL
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Warrington, Cheshire

WA4 3AE

Tel: 01925 263919
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