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Job title: Administration Assistant to SENCo (Support for Learning Department)


Responsible to:
 Head of Support for Learning


Main purpose of job: To provide support to the SEN department with administrative tasks. Occasional support in class.
Main Responsibilities and Tasks
The following duties are examples of what the Learning Support Administrator may be required to undertake, however, this list is not exhaustive, and a degree of flexibility is expected in the performance of these duties.

The duties include:
Admissions, Referrals and Leavers

· Maintain lists of potential new pupils and their support lesson requirements to help HoD with timetabling.
· Compile packs for leavers and send to parents/carers; respond to requests for similar from schools/ colleges/ universities.
Supervise Centre

· Print each pupil’s timetable and create a Lesson Register for Centre

· Register pupils who use the support centre

· Order stationery.
Maintain SEND register

· Add new pupils as directed by HoD

· Print register half-termly and display in Common Room; file electronically.
· Run data reports as appropriate (for inspections, and annual data collection purposes)

Pupils with EHCPs

· Maintain calendar of annual reviews

· Administer arrangements for review meetings and take minutes.
· Send final review documents to Local Education Authority and parents.
Exam arrangements

· Maintain access arrangements files, liaising with Examination Secretary

· Support HoD and Examination Secretary with examination support rota.
· Maintain access arrangements lists, and provide paper copies for Examination Halls and Common Room notice board.
· Compile scribe and reader packs.
· Prepare SfL building for examinations.
· Support examinations by reading, scribing or invigilating.
Carry out any reasonable tasks of an administrative nature as requested by HoD
Supporting Pupils

· Working with identified pupils on additional support for Literacy and Mathematics in mainstream class, as directed by the class teacher.
Terms and conditions

Hours of Work: Hours of work are Monday to Friday, 35 hours a week for 33 term time weeks plus 3 out of term weeks (36 weeks total).
Holidays: You will be entitled to 5 weeks paid holiday (pro rata).  Bank holidays which occur during term time will normally be worked and time in lieu will be given.
Level of CRB Disclosure Required: Enhanced 
Ellesmere College is committed to safeguarding and promoting the welfare of its students and expects its staff to share this commitment.  Applicants must be prepared to undergo child protection screening including checks with past employers and CRB.  Employees must be prepared to participate in child protection training and adhere to our policies and procedures for child protection and pupil welfare.
This job description is an overview of the main tasks and responsibilities of the post.  It will be reviewed as part of the appraisal cycle and may be subject to modifications of amendment after consultation with the post holder.
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