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HASMONEAN MULTI-ACADEMY TRUST

JOB DESCRIPTION


Job Title:
SEN Administrator 
Responsible to:
SENDCO
Core Purpose of the SEN Administrator at the Girls’ School
1. To support the SENDCo in the management of student data, including distribution, collection and communication of observations, diagnostics and results, and updating student records
2. To collate the Access Arrangement and Reasonable Adjustments evidence in line with national regulations set by the Joint Council for Qualifications (JCQ)

3. To update Personal Learning Profiles targets and communicate to staff via existing online data management systems 

4. To update Learning Support Assistant timetables to reflect the flexible nature of the school need, including ensuring progress checks are supported with appropriate staff provision for those in the role of scribes and readers

5. To be a presence in SSU and Reflection Room so that students have an adult point of contact when necessary

6. To be point of contact for parents, deal with enquiries where appropriate and manage SENDCO’s diary and email inbox
7. To assist SENDCO in communication with parents and staff, preparation for meetings, managing phone calls and follow-up comms as appropriate, keeping accurate records of meetings and discussions with parents, staff and outside agencies

NOTES
The above responsibilities are subject to the general duties and responsibilities contained in the statement of Conditions of Employment.

This job description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it may be so construed.  

This job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once a year and it may be subject to modification or amendment at any time after consultation with the holder of the post.

The duties may be varied to meet the changing demands of the school at the reasonable discretion of the CEO.

This job description does not form part of the contract of employment.  It describes the way the post holder is expected and required to perform and complete the particular duties as set out in the foregoing.

Andrew McClusky

CEO

November 2025
PERSONAL SPECIFICATION

SEN ADMINISTRATOR
	Specification:
	Essential (E) /Desirable (D)
	Gathered from; Application (A), Interview (I), Test (T)

	Qualifications:

GCSE (or equivalent) English Grade C or above

BTEC (or equivalent) in an appropriate administrative subject


	E

D
	A

A

	Experience:

Good typing skills

Minimum of 2 years working in an office environment

Experience working in a school 

Ability to use Microsoft Word and Excel to intermediate level


	E

D
D

E


	T

A

A

A / T



	Personal Attributes:

High attention to detail

Understands confidentiality

Clear and effective communicator

Completer finisher


	E

E

E

E
	I / T

I / T

I

I / T
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