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JOB DESCRIPTION
Job Title:
Administration Assistant for Learners with SEND.
Responsible to:
SEN & High Needs Funding Manager
Scale:


Support Staff Pay Spine point 15
Hours


25 hours per week, 39 weeks per year
Job Summary:

To provide administrative support to the School of Personalised      
Learning and assist the SEN & High Needs Funding Manager, Head of School for Personalised Learning and Senior Administrator with the functions of their duties.
Job Content:

Main Duties
1. To assist with the maintenance of the department database, ensuring all students have risk assessments and ILPs online. 
2. Under the direction of the Senior Administration Officer, liaise with Social Services, Health, Education Advisory Service, Hampshire Education Department, Connexions, Teachers Advisory Service and Voluntary Bodies and organise meetings as appropriate within and for the Learning Support Department.
3. To respond to telephone enquiries, daily communication with parents, Social Services, taxis, Transport Department and support services on behalf of students in the Learning Support Department.
4. To administer the Support Review process liaising with the appropriate School of Personalised Learning staff and disseminating minutes to relevant staff and external agencies ensuring all paperwork is produced within the prescribed time line and in adherence with College Policy.
5. To liaise with Heads of Specialist Curriculum and Functional skills teachers co-ordinating the special exam arrangements within the School of Personalised Learning, keeping a database of current arrangements, future assessment requirements and specialist support needs.
6. To have responsibility for all administrative tasks relating to the SoPL cookery classes, maintaining the cash float for staff and keeping teachers informed of budget spend.
7. To seek consent from new students to liaise with their previous providers, requesting transition information and recording, disseminating and storing all information safely and in accordance with Data protection and Unit procedures.
8. To assist Heads of Specialist Curriculum and staff with the administrative requirements of work placements.
9. To respond confidentially to the needs of students supported by the department, providing appropriate admin support.
10. To assist with recording and maintaining all administrative systems within the SoPL, including: stationary orders, staff absence, archiving etc.
11. To assist the SoPL Managers and departmental teaching staff in all administration aspects of the department.
12. To maintain department filing, keeping supported students’ records up to date.
13. To assist with general office duties, including minute taking, greeting and hosting visitors, filing, accepting phone call and addressing internal and external enquiries.
14. To abide by and comply with all quality procedures that are undertaken by the College as detailed in the quality assurance structural mechanisms and policy documentation, especially relating to individual areas of responsibility.
15. To have a clear understanding of the duties and responsibilities arising from all College policies and procedures, but in-particular, those relating to Health & Safety Safeguarding and Equality & Diversity.
16. Any other duties as deemed appropriate by the Principal.
Signature of Job Holder:  
___________________________   Date:  __________________

Please print name: 

___________________________  Date:   __________________

Signature of Principal:  
____________________________  Date:  __________________

