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Job title		  	Administration Assistant

Responsible to			SEND Administration Leader and HR & Operations Manager 
			
Salary				Grade 5, Point 9
				Actual salary: £10,918 per annum
	
Contract			Permanent
				30 hours per week, 39 weeks per year (term time plus one week)

Job Purpose
To provide support to the SEND Administration Leader and Pastoral Administrator alongside support for the Academy Administration Team. Duties may include covering in other areas of the school, such as Reception and Finance.

School Administration duties
· To provide administrative support, to include correspondence with students and parents, processing of messages, administrative support for staff and general administrating duties (e.g. up-dating noticeboards)
· To request information from Rawlins staff as required 
· To liaise with and maintain accurate records of conversations and arrangements with parents and external agencies
· To arrange meetings (to include room bookings, refreshments etc)
· To provide support to the school administration team, reception areas and finance team

SEND Administration Responsibilities
· To support the SEND Administration Leader and  in providing information to the SENDCo and SfL Director of Learning and their teams
· To provide information to Rawlins staff relating to SEND students
· To prepare correspondence and reports under the direction of the SEND Administration Leader
· To maintain the SEND register spreadsheet and to maintain SIMS records for students
· To maintain the SEND Provision Map
· To maintain the Access Arrangements spreadsheet 
· To request appropriate student information
· To prepare and issue all the necessary paperwork for SEND Annual Review meetings
· To liaise with the school transport service 
· To keep filing up to date 
· To ensure the secure transfer of student data to and from other educational establishments via ANYCOMMS

General responsibilities
· To participate in staff training days and other training opportunities in disaggregated time, as required
· To participate in other continuing professional development opportunities, as required or agreed
· To participate in the Academy’s programme of performance management
· To comply with all financial, safety, data protection, IT software licensing, child protection and equal
		opportunity requirements and any other relevant guidelines
· To undertake any other duties, commensurate with the grade and skills of the post, as directed by The Principal



The academy is committed to safeguarding and promoting the welfare of the young people and expects all staff and volunteers to share this commitment.
This post is subject to an Enhanced Disclosure and Barring Service check
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