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Caldew School

Job Description
Job Title: Special Educational Needs (SEN) Administrator 

Scale: Grade 6 (BS6) 

Hours: 32.5 per week (Term Time)

Job Purpose:

· To support the Special Educational Needs Coordinator (SENCo) and SEN department in all aspects of their administration. 

Main Responsibilities:

· Provide efficient and effective administrative support to the SENCo and SEN department, including managing SEN data on the school’s management information system (SIMS); 

· Act as the first point of contact for enquiries, screening and signposting as necessary. This will require liaison with teaching and support staff, parents/carers, students and external agencies. 

· Prepare, arrange and complete Annual Review paperwork; 

· Regularly update the SEN Register where necessary, ensuring SEN information is available to all staff; 

· Maintain Pupil Passports, ensuring SEN information is available to all staff; 

· Create SEN letter templates, writing and distributing letters as required;

· Sort and initiate responses to incoming SEN post and emails (including managing the SEN mailbox). Update SENCo and/or draft replies as requested. 

· Diary management for SENCo – ensure diary commitments (paper and electronic) are frequently updated, checking details and reminding of commitments;

· Maintain the SENCo’s filing system (paper and electronic), ensuring that the system is kept up-to-date and accurate. Maintain confidential student files; 

· As requested, provide/prepare information for the census return, OFSTED inspections school evaluations and any similar visits;

· Maintain resources for the SEN department – keeping accurate records of resources, checking resources in and out, completing order;

· Take minutes at internal and external meetings, distributing to attendees and acting in action points raised as appropriate;

· Manage the administration requirements of the primary to secondary transition for SEN students;

· Prepare and complete Personal Education Plan (PEP) paperwork for Children Looked After (CLA);

· Receive completed Early Help referrals, ensuring they are forwarded to the relevant external party;

· Maintain examination access arrangement database, informing relevant staff of any updates and ensuring all information is in student files in case of external inspection;

· Be aware of and comply with policies and procedures relating to child protection, health, safety, security, data protection and confidentiality, reporting all concerns to an appropriate person;
· Attend relevant meetings as required;
· Participate in training and other learning activities and performance development as required;
· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all; 
· Contribute to the overall ethos, work and aims of the school;
· Undertake other duties, appropriate to the post, as may be required from time to time.

Person Specification 

· Previous relevant and appropriate experience of administrative work, preferably in an educational setting; 

· Highly competent with ICT (especially Microsoft Office and Outlook and preferably SIMS);

· Excellent numeracy and literacy skills; 

· Excellent verbal and written communication skills; 

· Able to multi-task, prioritise workload and use own initiative;

· Able to work to deadlines and remain calm under pressure; 

· Able to maintain a high degree of confidentiality and to use discretion when dealing with sensitive information;

· Able to interact effectively with staff, students, parents/carers and external parties to build positive relationships;

· Able to work well in a team;

· Accuracy and attention to detail. 

