PERSON SPECIFICATION
SEND ADMINISTRATOR


	Education 
Essential
	
Desirable

	To be numerate and accurate
English and Maths GCSE or beyond
To have excellent communication skills, both verbal and written
Be willing to undertake further training

	Secretarial qualifications
Shorthand or verbatim typing skills
Other relevant training


Experience
	Essential
	Desirable

	
Office experience of at least 1 year

Experience of working successfully and co-operating as a member of a team

A record of unimpeachable professional conduct 


	
Experience of working with pupils with on the Autism Spectrum Disorder (ASD)

Experience of working with pupils with communication needs. 





Job related knowledge, aptitude and skills.  
	Essential
	Desirable

	Be confident in use of Word, Excel, email and database systems
Commitment to inclusive education and to the principles and practice of equal opportunities

	Knowledge of the 2015 SEND Code of Practice.
Experience of working on Edukey Provision Map and SIMS.net
Experience and interest in working with challenging pupils on an individual basis.
Good understanding and an awareness of Artificial Intelligence (AI)



Personal Qualities
	Essential
	Desirable

	Confidence, imagination, drive and boundless enthusiasm
Drive tempered with caution

Flexibility and adaptability 
	


	A thoughtful yet open minded approach to new ideas.
Independence of thought.
An analytical but practical approach to solving educational problems
	

	A sense of humour and perspective
	

	A capacity for hard work and the ability to manage its pressures
The ability to be self-critical
	

	The ability to work independently and to see things through from conception to implementation over possibly long periods of time, dealing along the way with the inevitable setbacks
	

	An ability to establish good working relationships with a wide range of people including pupils, parents and colleagues.
	

	A strong moral compass
	




