[image: ]SEN ADMIN ASSISTANT 

Grade:			Support Staff GRADE 2
Hours:	15 hours per week  / Termtime only 
Responsible to:	SENCO


ROLE PURPOSE 
To support the smooth running of the department on a day-to-day basis and administer systems and procedures which enable statutory timescales to be met. 
Develop and maintain administrative and records systems to support the SEND department and operation of the Code of Practice.
Correspond with and liaise with parents/carers and external agencies.

KEY DUTIES AND RESPONSIBILITIES
· Act as the first point of contact for SEN enquiries from parents/carers, external agencies, students and staff, answering telephone calls and responding to enquiries
· Provide administration support to annual review procedures and processes for SEN students including arranging annual review meetings, collating information for reviews and sending to parents/carers and statutory assessments
· Under the SENCO’s direction, administer the Academy’s consultation processes, including liaison with Local Authorities, schools and parents/carers 
· Support the organisation and administration of parents/carers evenings, SEN events and Open Evenings for prospective parents/carers and students
· Under the direction of the SENCO provide admin support for the Academy’s processes for the admission of new SEN students, including liaison with parents/carers, liaison with students’ current schools and supporting student transitions 
· Maintain student data using Arbor, including preparing reports, class lists, receiving and sending student data from and to other schools via secure channels and ensuring data is correct for administration/census purposes
· Maintain the SEN funding tracker and ensure SEN income is received in line with the schedules.  Liaise with Local Authority and relevant agencies regarding any discrepancies
· Support parents with applications for SEN transport and liaise with Local Authorities in submitting applications 
· Organise workload to ensure that statutory deadlines are met and plan meetings within the required timescales
· Maintain filing systems and files for students, including the use of SharePoint where appropriate.

GENERAL RESPONSIBILITIES 
· Promote and safeguard the welfare of students at all times in line with safeguarding guidance and policy 
· Ensure compliance of data usage and practices with the Data Protection Act 2018 and the Academy’s Data Protection Policy in all areas of responsibility
· Maintain an appropriate working environment in accordance with the Academy’s Health and Safety policy and procedures
· Uphold the Academy Equality policy and Safer Recruitment policy
· Adhere to the ethos of the Academy by promoting the school values, vision and aims and setting an example of personal integrity and professionalism
· Act in accordance with the Broadway staff (and leadership) behaviours framework 
· Treat all users of the school with courtesy and consideration and present a positive personal image which will contribute to a welcoming school environment 
· Attend line management, departmental and whole school meetings and act as a supportive, enthusiastic member of the organisation 
· Participate in CPD and training sessions as directed and Maintain personal professional development to ensure that the knowledge and skills required to fulfil the role of are up to date.   
· Carry out such duties as may be deemed commensurate with the grade or remit of the post by the Assistant Headteacher  or Head Teacher


SEN ADMIN PERSON SPECIFICATION 
Method of Assessment (MOA)
	AF	Application Form
	C	Certificate
	I	Interview
	T	Test or Exercise
	P	Presentation



	Criteria
	Essential (E) / Desirable (D)
	MOA

	Education/
Qualifications
NB:  Full regard must be paid to overseas qualifications
	· Educated to GCSE grade C/4 in English and Maths (or equivalent) (E)
· NVQ 3 or equivalent in Business Administration or relevant experience (E)
	AF/ C

AF/ C

	Experience
Relevant work and other experience
	· Experience of using Word, Excel and Outlook for correspondence, record keeping and data reports(E)
· Previous experience in an office environment (D)
· Experience of updating and maintaining databases(E)
· Experience of SEN provision in education (D)
	AF/ I 

AF/ I
AF/ I
AF/ I

	Knowledge
	· Microsoft Office Suite (E)
· Updating and reporting from a Management Information System (E)
· Safeguarding and data protection (D)
	AF/ I/ T
AF/ I/ T

AF/ I/ T

	Skills & Ability
e.g. written communication skills, dealing with the public etc.
	· Proven organisation skills and able to plan and prioritise workload (E)
· Able to work with information of a confidential nature(E)
· Good team player(E)
· Demonstrates high level of accuracy and attention to detail (E)
· Shows initiative and self-motivation (E)
· Keyboard skills (E)
· Must be able to calculate figures accurately (E) 
· Excellent verbal and written communication skills (E)
· Able to deal with competing work pressure and meet challenging deadlines (E)
· Ability to fulfil spoken aspects of the role with confidence using the English Language (required by Part 7 of the Immigration Act 2016) (E)

	AF/ I

AF/ I
AF/ I
AF/ I/ T

AF/ I
AF/ I/ T
AF/ I/ T
AF/ I/ T
AF/ I


AF/ I/ T

	Training
	· Willingness to undertake further training as appropriate
e.g. on education software packages(Arbor)  (E)
• Prepared to undertake training in SEN, safeguarding as required (E)

	AF/I

AF/ I
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