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PERSON SPECIFICATION 
Senior Early Help & Inclusion Support Administrator

	Criteria
	Essential
	Desirable

	Qualifications
	· GCSEs (or equivalent) in English and Mathematics, grade C/4 or above.
· Level 3 qualification in administration, education support, or related field or equivalent experience.
· Evidence of ongoing professional development relevant to SEND or school administration.
	· Level 4 or above qualification in SEND, education, leadership or related discipline.
· Designated safeguarding awareness training or Early Help training.
· Training in SEND legislation, data protection, and multi‑agency working.

	Experience
	· Significant experience working within SEND administration or a similar school‑based support role.
· Demonstrable knowledge of SEND processes, legislation and statutory requirements (e.g. EHCPs, Annual Reviews, SEND Code of Practice).
· Experience maintaining accurate records and managing sensitive information.
· Experience supporting or training colleagues or overseeing workflow within a team.
· Experience communicating effectively with families, external professionals and multidisciplinary teams.
· Strong experience managing competing priorities in a fast‑paced environment.
	· Formal line‑management or supervisory experience.
· Experience coordinating Early Help, safeguarding or multi‑agency work.
· Experience with school management information systems (e.g. SIMS/Arbor/Bromcom).
· Experience in a role involving statutory compliance.

	Knowledge
	· In‑depth understanding of SEND legislation, including the SEND Code of Practice and EHCP processes.
· Knowledge of Early Help frameworks and multi‑agency safeguarding processes.
· Strong understanding of GDPR, confidentiality requirements and information governance.
· Awareness of effective administrative systems and workflow design.
· Understanding of school‑based processes, roles and responsibilities.
	· Knowledge of local SEND and Early Help pathways. 
· Understanding of specific learning needs or interventions.

	Skills
	· Leadership and supervision skills with the ability to guide, motivate and support administrative colleagues.
· Exceptional organisational skills with the ability to manage multiple deadlines and priorities.
· High level of accuracy and attention to detail, particularly in statutory documentation.
· Excellent communication skills (written and verbal), with the ability to engage effectively with families and professionals.
· Problem‑solving skills, including the capacity to anticipate issues and implement solutions.
· Strong IT skills, including confidence using management information systems and Microsoft Office tools.
· Data management and reporting skills, ensuring accuracy and compliance.
	· Ability to deliver small group or 1:1 intervention.
· Ability to analyse and present SEND data.

	Personal Qualities
	· Calm, professional and approachable, even under pressure.
· Reliable, responsible and committed to maintaining high standards.
· Empathetic and sensitive to the needs of students and families.
· Proactive, self‑motivated and able to work independently as well as part of a team.
· Discreet and trustworthy, with a strong commitment to confidentiality.
· Flexible and adaptable in response to changing needs.
· Commitment to inclusion, safeguarding and improving outcomes for young people with SEND.
	· Initiative in identifying areas for improved practice.



All appointments involve regulated activity and are subject to an Enhanced DBS disclosure with children's barred list check and two successful references.  Online searches are carried out on all shortlisted candidates.
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