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Headteachers Welcome 
 
 
 
 
Dear Candidate,  
 
Thank you for expressing an interest in the post of SEND ADMINISTRATOR at The City Academy, Hackney.  
 
At The City Academy, Hackney, we are dedicated to providing all the students in our community with the 
best possible educational opportunities. We believe excellence is achieved through three key ingredients: 
clear structures, high expectations and strong relationships. Our outstanding curriculum is built around 'The 
City Experience' which places equal value on academic, creative, sporting, linguistic and personal 
development. 

We pride ourselves on being a school which offers young people a warm and supportive environment, 
enabling them to meet our very high expectations. Our inspirational staff are skilled and committed and we 
are generously supported by The City of London Academies Trust. As a result of this, our students make 
exceptional progress.  

We are looking for staff who are committed to working with students of all abilities, who constantly seek to 
learn and improve and who are ambitious for themselves as well as for their students. We expect hard work, 
skill and dedication, and in return will provide a supportive, flexible working environment, first class training 
opportunities and a comprehensive benefits package.  
 
If you have the experience and passion to join our team and inspire the next generation, we look forward to 
hearing from you. Please apply via our website: https://www.thecityacademyhackney.org/  
 
If you have any questions or would like to arrange a visit to the academy please contact our HR team at 
hr@thecityacademy.org. I look forward to reading your application.  
 
 
Yours sincerely, 
 

 
 
Anna Sarchet 
Principal 
 
 
 

 
 
 
 
 
 

https://www.thecityacademyhackney.org/
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SEND Administrator - Job Description 
 
 
 
Accountable to:  Deputy Head of Learning   
 
Grade/Range:  Local Government Pay Scale, Grade 5 (SCP 12 – 15) 
 
Salary:   £31,716 - £33,204 FTE; Actual pro-rata salary, £29,110 - £30,412 (2024/25) 
 
Working Pattern:  Full time, 35 hours, term time only, 39 weeks per year 
 
Location:   The City Academy, Hackney 
 
Disclosure level:  Enhanced 
 
Main Purpose 

 Leading on administrative duties within the Faculty of Learning. 

 Supporting an increase in parental and student engagement.  

 Supporting the evaluation of student progress. 

 
Key Accountabilities 
  

 Provide administrative support in all areas of the Faculty of Learning, including interventions 

 Liaise appropriately with parents/carers, staff, students and external agencies 

 Lead on the organisation of annual reviews for SEN students and other statutory areas 

 Be the point of contact for external agencies to secure the smooth running of school visits 

 Lead on strategies to increase parent/carer engagement in SEND: liaise with parents/carers to 
increase engagement in the annual review of EHCPs, frequent progress reviews (SLPs), participation 
in SEND Parent events, for example 

 Liaise with and monitor student engagement in each review and take responsibility for increasing 
the level of student engagement  

 Lead on and monitor student voice opportunities 

 Lead on the review process for E student SLPs 

 Support the identification of SEND process: observations, strategies, parental engagement, EHC 
Needs Assessment 

 Support the student referral process to external support agencies 

 Support the production, analysis and monitoring of student progress: data analysis, student 
observation  

 Support the year 7 transition process, liaising with Primary schools where necessary 

 Report and monitor the deployment of Pupil Premium finding for vulnerable students and groups 
within the academy 

 Maintain a high level of confidentiality with regards to staff and student issues 

 
Administrative Support for the Faculty of Learning 

 Communication with parents via email, phone and letter 

 Work flexibly with all other members of the Faculty of Learning to ensure a coherent approach 
across the school 



 

 Use data to identify trends in student and parent engagement with reviews 

 Assist with the administration of the Faculty of Learning 

 Develop relationships with teachers to support student engagement  

 Keep accurate, up to date and confidential records 

 Support effective administration of the faculty budget and ordering resources including 
photocopying, ordering, storage and recording of stock 

 Support information-sharing and the appearance of the Faculty of Learning areas by designing, 
mounting and refreshing displays 

 Word processing, including taking and distributing minutes from meetings, completing pre and 
post- AR/EHCP paperwork and taking minutes when required 

 Maintain the Provision Map and the SEND register 

 
Supporting the Academy 

 To liaise, advise and consult with other members of the team supporting the students when asked 
to do so 

 To be aware of the policies and procedures including those relating to confidentiality 

 To complement teachers’ delivery of the curriculum and contribute to the development of 
other support staff, students and school policies and strategies. 

 To work collaboratively with teaching staff, and assist teachers in the planning cycle and the 
management/preparation of resources 

 To work in conjunction with the Head of Learning/ Subject Leaders and Subject Teachers 
 Adhere at all times to professional business standards of dress, courtesy and efficiency in line with 

the ethos and specialism of the academy. 

 Uphold the academy’s behaviour code and uniform regulations. 

 Be responsible for ensuring subject knowledge is developed and participate in staff training and 
development. 

 Contributing to the maintenance of a caring and stimulating environment for young people. 
 
Key Organisational Objectives 
The postholder will contribute to the academy’s objectives in service delivery by: 

 Attend and participate in open evenings 

 Attend team and staff meetings. 

 Following Health and Safety requirements and initiatives as directed. 

 Ensuring compliance with Data Protection legislation. 

 At all times operating within the school’s equalities policies, demonstrating commitment 
and contribution to improving standards of attainment. 

 Adopting Customer Care and Quality initiatives. 

 To be a Personal Advisor, being responsible for monitoring the academic progress and 
emotional wellbeing of a small group of students. 

 The job description is not intended to be an exhaustive list of all the duties and 
responsibilities that may be required.  The jobholder will be expected to carry out such 
professional tasks as are commensurate with the duties and responsibilities of the post.  

 
Conditions of Service 
Governed by the National Agreement on Pay and Conditions of Service, supplemented by local 
conditions as agreed by the Trust. 

 
 
 



 

Safeguarding Children 
COLAT is committed to safeguarding and promoting the welfare of children and young people. We 
expect all staff to share this commitment and to undergo appropriate checks, including enhanced 
DBS checks. 

 

The above responsibilities are subject to the general duties and responsibilities contained in the 
Statement of Conditions of Employment. The duties of this post may vary from time to time 
without changing the general character of the post or level of responsibility entailed. 

 

The person undertaking this role is expected to work within the policies, ethos and aims of the 
Trust and to carry out such other duties as may reasonably be assigned. The post holder will be 
expected to have an agreed flexible working pattern to ensure that all relevant functions are 
fulfilled through direct dialogue with employees, contractors and community members.  

 

English Duty 
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak 
fluent spoken English is an essential requirement for this role.  

 

  



 

Insert Job Title – Person Specification 

 
Our Values and Vision 
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide 
high-quality education for students and pioneer educational innovation. We are driven by the 
ambition to provide world-class experiences and deliver exceptional educational outcomes for the 
young people we serve.  
 
All City of London academies draw upon the traditions, institutions, heritage and historical 
successes of London to furnish each of their diverse communities with life-transforming learning 
experiences. In doing so, we believe that the young people we serve develop into successful, 
compassionate young adults, who make a positive contribution to their local, national and global 
communities. Our schools are characterised by a common understanding of what makes 
outstanding schools, based on five key principles which are known as our 'Foundations of 
Excellence'. 
 
Our Staff 
Our staff have high expectations, are consistent and driven to provide the best teaching and 
opportunities for our students. Teachers work in a well-disciplined environment where they are 
able to teach creative and engaging lessons, and all staff are given exciting opportunities to 
develop and learn from exceptional practitioners. 
 
Equal Opportunities 
The postholder will be expected to carry out all duties in the context of and in compliance with the COLAT 
Equalities policies. 

 Essential Desirable 

Qualifications 

Maths and English GCSE Grade 4 or above (or equivalent)   

Education to degree level of equivalent   

Experience, Skills and Knowledge 

Experience of using Microsoft Office Suite   

Experience working with families with additional needs    

Experience working in an educational environment    

Ability to create and maintain positive and professional relationships with parents   

Knowledge of SEND legislation, particularly the SEND code of practice   
Ability to work using own initiative    

Excellent written and verbal communication skills   

Ability to work with children at all levels regardless of specific individual need and 
identify learning styles as appropriate 

  

Ability to accurately input and analyse data relating to student engagement   

Personal Qualities 

Developed interpersonal skills    

High expectations of all students; respect for their social, cultural, linguistic, religious 
and ethnic backgrounds; and commitment to raising their educational achievements 

  

Demonstrate and promote the positive value, attitudes and behaviour they expect from 
the students with whom they work 

  

Ability to work effectively within a team environment, understanding classroom roles 
and responsibilities 

  

Ability to plan, prioritise, work under pressure and adapt to challenges   



 

Commitment to personal career development    

Other 

Commitment to safeguarding and promoting the welfare of children and young 
people  

  

Willingness to undergo appropriate checks, including enhanced DBS Checks   

Motivation to work with children and young people    

Ability to form and maintain appropriate relationships and personal boundaries 
with children and young people 

  

 
  



 

 
 

 
 
 
  



 

 
 
 


