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SENCO Administrator

	Job Title
	SENCO Administrator

	Responsible To
	Line Manager / Senior Leadership Team

	Hours
	FT, TTO, 36 hours per week

	Salary
	UR Grade B FTE £30,717 - £31,158, TTO PRO RATA


Purpose of Post:

To provide high quality administrative and organisational support to the SENCO and wider inclusion team, ensuring effective SEND provision and compliance with statutory requirements, whilst supporting pupils who may present with SEND, SEMH needs and additional vulnerabilities.
Main Duties and Responsibilities:

· Provide administrative support to the SENCO.

· Maintain accurate SEND records, EHCP documentation, Annual Review paperwork and confidential pupil files.

· Coordinate Annual Reviews and meetings involving parents, carers and external professionals.

· Liaise with external agencies including Local Authorities, Educational Psychologists and support services.

· Maintain SEND databases and pupil provision records.

· Track interventions and monitor provision information.

· Support transition arrangements and admissions administration where required.

· Prepare reports, letters and documentation to support statutory processes.

· Ensure GDPR and confidentiality requirements are maintained.

· Support safeguarding information sharing processes appropriately.

· Maintain professional relationships with pupils, families and external stakeholders.

· Support school administrative systems as required.

· Contribute positively to the ethos of The Pavilion and support vulnerable learners.

· Participate in training and professional development.

General Responsibilities:

· Support the vision, ethos and values of The Pavilion

· Work positively with pupils who may present with SEMH needs, SEND, behavior needs or vulnerabilities.

· Maintain confidentiality and GDPR compliance.

· Promote equality, diversity and inclusion.

· Maintain professional boundaries with pupils and families.

· Participate in supervision, appraisal and professional development.

· Comply with Health and Safety responsibilities.

· Work collaboratively with colleagues and multi-agency professionals.

· Carry out any other duties reasonably requested by the Headteacher, Senior Leadership Team or Line Manager which are commensurate with the nature, grading and level of responsibility of the role.

Person Specification:

	Criteria
	Essential
	Desirable

	Qualifications
	GCSE English and Maths Grade 4/C or above
	Administration qualification / SEND training

	Experience
	Administrative experience; handling confidential information; IT systems
	School or SEND administration

	Knowledge
	Data protection; safeguarding; SEND processes
	SEND Code of Practice

	Skills
	Organisation; communication; prioritisation; attention to detail
	School MIS systems

	Personal Attributes
	Resilient; professional; empathetic; flexible
	


This job description is not intended to be exhaustive. Duties and responsibilities may vary over time according to the changing needs of the PRU. Following consultation, the post holder may be required to undertake other duties commensurate with the grade and responsibilities of the post.

