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	Job Description

	Post
Grade
	SEND Administrator
Stratford School Academy Support Staff Point 17 

	Conditions
	36 hours per week, term-time only (39 working weeks including twilights, or hours worked in lieu of twilights, where appropriate); FTE: 0.8604

	Accountable to
	SENDCo


	Overall purpose of the job
To provide administrative support to the SENDCo and the SEND department, helping to facilitate the effective provision of pupils identified as having Special Educational Needs and Disabilities at Stratford School Academy.

	
Specific responsibilities
Facilitating EHCP Annual Reviews- Scheduling meetings, ensuring paperwork is submitted on time, attending and minute taking
Updating the SEND Register and other records on Arbor
Scheduling external agency visits to the school – including weekly visits from the Speech and Language Therapists, Educational Psychologists, and the Sensory Service 
Producing Individual Provision Maps and other individual support plans 
Ensuring Edukey Provision Map software is kept up to date
Assisting in updating provision plans by holding reviews with pupils, parents and other stakeholders 
Liaising with the Examination Administrator on Special Examination Arrangement Applications
Developing and managing the SEND filing system (including emails, record of telephone conversations)
Appropriately archiving, retrieving and disposing of SEND information
Gathering data for pupil report cards and distributing these on a termly basis 
Liaising with primary/feeder schools and external services to ensure that all SEND information is shared 
Working closely with SEND Teachers to timetable intervention sessions on Arbor 
To incorporate AI tools and automation into existing processes to improve service delivery and operational effectiveness.
Supporting with transitions at each Key Stage, by arranging visits, meetings
Liaising with parents, the Local Authority and other stakeholders, as necessary 
Dealing with situations of a sensitive nature
Booking appointments 
Assisting with the ordering of all books and equipment needed for the department 
Carrying out any other duties as directed by the SENDCo that commensurate with the general level of responsibility of the post

General responsibilities
To attend team and staff meetings
To uphold the Academy’s disciplinary rules and staff code of conduct
To follow the Academy’s health and safety requirements
To be committed to safeguarding and promoting the welfare of children and young people and to follow the relevant policies and procedures
Contribute to the maintenance of a caring and stimulating environment for young people
To always act in accordance with the statutory frameworks that set out how the Academy must operate
To carry out any other reasonable duties within the scope of the post as directed by the Head Teacher

	



Date of issue: …12th June 2026

Signature of Post holder: ………………..……………
Signature of Headteacher: ……………………………
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