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Job description:
SEND and Pupil Data Administrator

Job details

Job title: SEND and Pupil Data Administrator
Salary: £25,982 (actual annual salary)
Hours: 37.5 Hours per week (39.6 weeks per year – Term Time only plus 3 weeks)
Contract type: Permanent
Reporting to: Business Manager


Main purpose 
1. Oversight of administration for all EHC plans in the school
2. To provide professional and effective administrative assistance to the Senior Leadership Team.
3. To provide guidance and advice to colleagues and outside agencies, which may require giving a more detailed explanation of processes and procedures around EHC Plans 
4. To operate independently and accurately a range of readily understood rules, procedures and techniques.
6. To have a clear understanding and knowledge EHC Plans within a Special School setting and have practical experience in working within the environment. 
7. To ensure that relevant documentation is compliant with SEN Code of Practice and LA recommendations for; Statutory Assessments, Annual Reviews and TAFs.




Duties and responsibilities
Administration
· Day to day effective communication, with colleagues, parents and agencies
·  Effective production of reports, and plans and meeting papers and other papers as required 
· Tracking data from previous school transfer and the administrative aspects of SEND
·  Developing systems to combine academic attainment data and social information through the school MIS system (currently Arbor)
·  Effective and compliant maintenance of the SEND data files
·  Assisting with the maintenance of the schools MIS system (currently Arbor)
· . Administering all interventions via provision maps.
·  To take minutes during SEN meetings.
·  Administration support such as photocopying and filing and keeping records of all pupil and parent appointments with outside agencies.
·  To ensure deadlines are met.
· Deadlines for Local Authority and SEN 0-25 Team returns must be met. 
· Vetting of confidential records for SEN data files for staff by July each year
· All administration to allow Annual Reviews to run smoothly. Including the use of the DCC EHC Hub
Working with colleagues and other relevant professionals
· To act as the first point of contact for EHC administration within school for external agencies and other schools.
· Professional and effective communications with parents, carers, visitors and pupils.
· To advise parents of Local Authority procedures relating to SEN 0-25 Team and Educational Psychologists, e.g. Annual Review procedures, CAMHS Referrals, Advisory Teachers, School Health and any other appropriate agencies.
· To work within a team approach with Teachers and Teaching Assistants to provide efficient and effective administrative and clerical support. 
· To organise and share EHC Plan information with other departments as required.
· Collaborate and work with colleagues and other relevant professionals within and beyond the school
· Develop effective professional relationships with colleagues.
Whole-school organisation, strategy and development
· Contribute to the development, implementation and evaluation of the school’s policies, practices and procedures, so as to support the school’s values and vision
· Make a positive contribution to the wider life and ethos of the school
Health and safety
· Promote the safety and wellbeing of pupils, and help to safeguard pupils’ well-being by following the requirements of Keeping Children Safe in Education and our school’s child protection policy 
Professional development
· Help keep their own knowledge and understanding relevant and up-to-date by reflecting on their own practice, liaising with school leaders, and identifying relevant professional development to improve personal effectiveness 
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school. 
· Take part in the school’s appraisal procedures.
Personal and professional conduct 
· Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school.
· Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality.
· Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community.
· Respect individual differences and cultural diversity 

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the teacher will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager.
Person specification

	CRITERIA
	QUALITIES
You may wish to classify these as “essential” or “desirable” depending on your expectations for the role

	Qualifications 
and experience
	· Good standard of GCSEs (Maths and English grade 4 or above) (E)
· Work experience in an administrative capacity (E)
· Work experience in an educational environment (E)
· A track record of providing effective and efficient support across a range of priorities. 
· Experience of using school management information systems (D)


	Skills and knowledge
	· Up to date knowledge on general SEN policies and practice Knowledge of Safeguarding and Keeping Children Safe in Education
·  Knowledge of Data Protection and retention protocols (E)
· Excellent communication skills (E)
· Experienced in using Microsoft Office tools and the ability to adapt to using new applications and hardware. (E)
· Excellent administrative, time management and organizational skills (E)
· Ability to empathise and communicate and collaborate confidently and effectively at all levels from pupils; parents, staff, professional colleagues, senior leadership. (E)
· Ability to multi-task to solve problems and secure outcomes. (E)
· The ability to remain calm in pressured situations (E)
· Knowledge of guidance and requirements around safeguarding children (E)
· Knowledge of working with students with SEND (E)

	
	· A commitment to getting the best outcomes for all pupils and promoting the ethos and values of the school (E)
· Commitment to maintaining confidentiality at all times (E)
· Commitment to safeguarding pupil’s wellbeing and equality (E)




The duties listed above are neither exclusive nor exhaustive and the post holder may be required by the Head teacher to carry out appropriate duties within the context of the job, skills and grade

Notes:
This job description may be amended at any time in consultation with the postholder. 

Last review date: Jan 2026

Next review date: Jan 2027

Headteacher/line manager’s signature:	_______________________________________

Date: 						_______________________________________	

Postholder’s signature:			_______________________________________

Date: 						_______________________________________
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