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	Job Title
	Special Educational Needs (SEN) Administrator 

	Service Area
	Secondary School
	Function
	Admin

	Team
	Admin
	Post number
	
	Grade
	LBR 5 (12-15)

£21,502-£22,684 Actual salary

September 2021

	Reports to
	     SENDCO              

                                    

	Responsible for (include

People and resources)
	     N/A

	Purpose of Job



	Staff undertaking this role will need to have specific skills and experience to carry out day to day responsibility for regular administrative tasks under the guidance of the line manager. The basic entry requirement recommended for this role is A Level/NVQ 3 or equivalent. Staff should hold this qualification, or be working towards it, or have equivalent experience.

	Major duties and responsibilities

	1. Work flexibly with all members of the SEN Team to ensure a coherent approach to inclusion takes place within the school.
2. Administer ‘special needs and additional needs’ arrangements for KS3, 4 and 5 students ensuring that staff are aware of all needs. 

3. Adhered to the school’s rigorous procedures for recording, monitoring, analysing and acting upon a range of data including student attendance, punctuality, referrals and academic records from all the subject areas. 
4. Contribute to the creation, development, implementation and operation of procedures and processes which allow effective liaison with external agencies

· Telephone – acting as first point of call for the SENDCO

· Draft replies to letters

· SEN and CP office filing

· Photocopying / laminating 

5. Maintain the SEN, medical and at risk register. Inputting of data on the CPoms software.
6. Provide a typing service as necessary with accurately typed information. 

7. Produce invitations to Annual Reviews and other meetings.

8. Provide administrative support as appropriate which will include preparing statements, profiles and additional reports.

9. Attending meetings with the SENDCO and act as the minute taker. This may require flexibility with working hours. 
10. Organise and attend medical care plan meetings between the named school nurse, parents and students; ensuring notes are taken and the protocol is written and distributed accordingly.

11. Assist with the transfer of Child Protection files between agencies.
12. Input, retrieve and analyse information using the SIMS System.

13. Ensure that confidentiality is observed at all times and abide by the data protection act. 

14. Ensure the safe disposal of confidential waste.

15. Priortise workload to ensure the completion of work to specific deadlines.

16. Collate individual feedback for students on the SEN register and at risk register and preparing them for reviews.

17. Update all Tracking Data kept in the department as directed.

18. Contact Curriculum departments to request particular information (Schemes of Work, Student Progress, etc.)

19. Update support timetables for students and TAs.

20. Liaise with feeder schools and other relevant bodies to gather student information.

21. Assist the SENDCO/Examinations Officer with special exam arrangements for students with special needs.

22. Be responsible for maintaining the SEN section of SIMS and providing relevant data

23. To undertaken first aid training and once qualified to administer first aid to staff and students.

24. To cover Student Reception, as required.

25. To cover the Main School Reception, as required. 
Other Job Requirements:

26. To carry out any other reasonable duties as may be requested by the Headteacher, member of the Senior Leadership Team or Line Manager.

27. Flexibility with changing days/hours as necessary for the smooth running of the school. 

28. To attend training as required.
While every effort has been made to explain the main duties and responsibilities of the post not every task undertaken may have been identified. Duties may be subject to change from time to time. 


	Person Specification


	L = assessed by application
	I = assessed at interview
	R = assessed by reference
	E = Essential

D = Desirable


Qualifications and Experience
	Good evidence of educational qualifications.  At least A Level or NVQ Level 3 or equivalent including 4 GCSEs - English and Maths.
	L
	
	
	E

	Evidence of intellectual ability 
	L
	I
	R
	E

	Experience of working in an administrative environment (Educational setting is desirable). 
	L
	I
	R
	E

	Evidence of continuing professional development. 
	L
	
	
	D


Personal Qualities and Skills
	Excellent telephone manner
	L
	I
	R
	E

	Excellent listening and verbal communication skills 
	L
	I
	R
	E

	Good interpersonal skills in order to maintain an effective working relationship with staff, visitors, outside agencies and students
	L
	I
	R
	E

	Ability to work successfully as part of a team
	
	I
	R
	E

	Willingness to be flexible 
	L
	I
	R
	E

	Ability to maintain confidentiality 
	
	I
	R
	E

	Ability to prioritise workload and organise time effectively to meet deadlines
	L
	I
	R
	E

	Ability to effectively work under pressure, in a busy environment with many interruptions
	L
	I
	R
	E

	Ability to work cooperatively and supportively within the team in line with the Code of Conduct
	
	I
	R
	E

	Ability to use own initiative
	L
	I
	R
	E

	Commitment to deliver a high quality of customer care
	L
	I
	R
	E

	Experience of the use of Microsoft Office applications (Word, Excel and Outlook) including the use of the internet to access relevant information
	L
	I
	R
	E

	Experience in the use of SIMs
	L
	I
	
	D

	Commitment to the school’s Equal Opportunity Policy and acceptance of the job holders responsibility for its practical application
	L
	I
	R
	E

	To understand and comply with the requirements of the Health and Safety at Work Act 1974
	L
	
	R
	E


Safeguarding

	Demonstrates a wish to work with children and young people.
	L
	 I
	 R
	E

	The ability to form and maintain appropriate relationships and personal boundaries with children and young people.
	L
	 I
	 R
	E

	Willingness to complete an Enhanced DBS
	L
	I
	R
	E


