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SEN & LRC Administrator

Job Information Pack

Start Date: As soon as possible

· Job Advertisement

· Job Description

· Person Specification
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RUTLISH SCHOOL
Watery Lane, Merton, SW20 9AD
Phone: 020 8542 1212
Fax: 020 8544 0580
Student Absence: 020 8540 3134
Headteacher:  Mr A Williamson
SEN & LRC Administrator 

35 hours per week x 40 weeks per year (term time + 5 inset days + 5 additional days)

Grade ME5 Range 14-17 – full time salary £18,657 - £19,623

Salary will be pro-rata (actual salary £16,497 - £17,351)
Rutlish is a very successful, oversubscribed comprehensive school, which provides an outstanding learning environment for both students and staff.

We are looking for a self-motivated, confident and articulate “all-rounder” with good typing, computer and communication skills (knowledge of Word and Excel are essential).  As part of the Administration & Support Team you will need the ability to develop good relationships with all stakeholders (students, parents, carers, staff and outside agencies). The duties of all Admin positions are varied and based upon the needs of the School.

A Job Information Pack and Application Form can be downloaded from our website www.rutlish.merton.sch.uk 
Completed applications should be emailed to 

Jobs@rutlish.merton.sch.uk by 9:00am on Thursday 4th January 2018 
Should you have any questions regarding the post, please do not hesitate to contact Lisa.Dawson@rutlish.merton.sch.uk 
Please note the School will be closed for the Christmas holidays between Wednesday 20th December 
and Wednesday 3rd January.

NO AGENCIES PLEASE 

We are committed to safeguarding the welfare of children and all applicants are therefore required 

to undertake an Enhanced DBS Check.  We fully support the London Borough of Merton’s Equal Opportunities Policy.

RUTLISH SCHOOL - Job Description

Post Title:

Special Educational Needs (SEN) & Learning Resource Centre (LRC) Administrator

Grade:


ME5 Points 14 – 17 - Full-time salary £18,657 - £19,623



(actual salary £16,497 - £17,351))

Hours:


8:00am – 3:30pm (to include a 30 minute unpaid lunch break)
Contract: 

35 hours per week x 40 weeks per year

Responsible to:
Assistant Headteacher
SEN - Under the direction of the SENCO, to liaise with senior management, outside agencies, parents and students. To develop administration systems for the department and work flexibly with all members of the team.

LRC - To oversee the LRC ensuring an effective learning environment is available for use by the whole school community. This includes the acquisition and organisation of materials, dissemination and exploitation of resources appropriate to the learning needs of the full age and ability range within the school. 

Special Education Needs (SEN) - Main purpose and responsibilities:

· 
To work closely under the direction of the SENCO to ensure the provision of an efficient and effective administration support service for the department

· Prioritise workload and ensure the completion of specific deadlines 

· Maintain the SEN register and student files; both paper and electronic and update provisions and profiles

· 
Maintain the SEN section of SIMS and provide relevant SEN data

· 
Undertake general department admin: typing, filing, photocopying, etc

· 
Continue to develop administration systems for the department in liaison with the SENCO

· 
Take accurate meeting minutes for the department

· 
Maintain a “Department Diary”, keeping notes of appointments, booking of meeting rooms and inviting all parties

· 
Ensure departmental displays are current

· Contribute to the creation, development, implementation and operation of procedures and processes which allow effective liaison with external agencies

· Telephone/reception acting as first point of call for the department

Learning Resource Centre (LRC) – Main purpose and responsibilities

· 
Oversee the day-to-day running of the LRC (before school, break time and lunch time)

· 
To provide an efficient and professional service to students and staff

· Development and management of the “Student Helpers” training programme

· 
Mediate between learners and resources to enable learners to identify, locate and access the information they need

· 
Collaborate with senior management, teachers, administrators and outside agencies to ensure resources support the educational aims and objectives of the school

· 
Provide a study environment for both curricular-based and independent learning

· 
Manage and maintain the electronic library management system (Oliver) – including security tagging, issuing and receiving borrowed items, processing overdue notices etc

· 
To be responsible for opening and closing the LRC and being in sole charge at certain times
· To be Ensure all displays and resources are up-to-date and support the curriculum
· 
Ensure the LRC is a safe, orderly environment where learning can take place

· 
Oversee the use of the colour photocopier – including time management

SEN and LRC - General organisation, skills and aptitudes:

· Ensure that confidentiality is observed at all times

· Comply with the requirements of Data Protection in maintaining the security of School and Borough documents / information – in accordance with legislation and agreed guidelines

· Ability to relate to students and staff at all levels

· Understand the needs of students of different ages and abilities and to make quick and accurate judgements as to their needs

· Inter-personal skills required to manage students who might be under stress

· Ability to communicate orally and in writing: to give clear instructions to students

· Ability to work independently

· Ability to manage a work load that is variable throughout the day

· Ability to maintain accurate records

· Understand and put into practice school policies on Health and Safety and Equal Opportunities

· Take part in Continuous Professional Development as appropriate

· Undertake any other duties commensurate with the grade and responsibilities

·        To evaluate student medical concerns and liaise with parents/carers (First Aid training will be provided)

This Job Description sets out the tasks and responsibilities of the post at the time it was prepared. These may vary from time to time without changing the general character of the task or responsibility entailed. Such variations are a common occurrence and cannot themselves justify a re-grading of the post.

RUTLISH SCHOOL - Job Description

Post Title:

Special Educational Needs (SEN) & Learning Resource Centre (LRC) Administrator

Grade:


ME5 Points 14 – 17 - Full-time salary £18,657 - £19,623




(actual salary £16,497 - £17,351))

Hours:


8:00am – 3:30pm (to include a 30 minute unpaid lunch break)

Contract: 

35 hours per week x 40 weeks per year

Responsible to:
Assistant Headteacher

The Person Specification is strictly related to the requirements of the post as determined by the current Job Description.  Short listing is carried out on the basis of how well you meet the requirement of the person profile.  You should refer to these requirements when you complete your application form.

E = Essential         D = Desirable

KNOWLEDGE, SKILLS AND APTITUDES

1. Attention to detail and ability to keep accurate records (E)

2. Typing speed of 50 words per minute (D)

3. Ability to work under pressure and manage conflicting demands (E)

4. Written and oral communication skills e.g. to deal with enquiries by telephone or in person and to draft basic letters (E)

5. Ability to work effectively as part of a team and on own initiative (E)

6. Ability to maintain accuracy when dealing with repetitive tasks (E)

7. Ability to use information technology for producing reports, spreadsheets, inputting and retrieving data (E)

8. Flexibility to workload and working hours (E)


9. Good knowledge of Word/Excel and a willingness to undertake further training (E)

10. The confidence and people skills needed to oversee and manage the behaviour of young people courteously and assertively (E)

EXPERIENCE

1. Experience of administrative procedures and routines in a busy office environment (E)

2. Experience of using office equipment e.g. computers, photocopiers etc (E)

3. Experience of working in a school environment (D)

4. Experience and knowledge of SEN and/or Safeguarding statutory needs and requirements (E)

5. Experience of SIMS (D)

QUALIFICATIONS

1. None required

