Job Description
	Job Title:
	SEND Administrator



	Reports to:
	SENCo


	Liaison with:
	SENCo, Head of Year, Senior Leadership Team, teaching staff, support staff, learners, outside agencies and companies, LEA, Academy visitors, EMAT & NIA Governors.


	Job Purpose:
	To manage the administrative functions with the SEND Department, to provide a full and efficient administrative/support service to the SEND Department.



	Specific duties:


	· To provide an administrative service to the SENCO and SEND team which will include

typing/word processing documents, taking and receiving telephone calls, making diary appointments, taking minutes, sending faxes, record keeping, organising and arranging meetings with outside agencies/parents/prospective parents etc.

· To be the first point of contact in the SEND Department for staff, learners, parents, outside agencies etc.

· To respond to requests from subject teachers for support.

· To be responsible for the implementation of requests to exam boards for GCSE/GCE access arrangements. This will include maintaining and reporting arrangements

granted, dealing with exam boards and liaising with Exams Officer, subject teachers, learners, parents and outside agencies.

· Co-ordinating and assisting in the compilation, production, circulation and promotion of Pupil Passports & Individual Learning Plans (ILPs). 
· To organise EHCP Reviews; liaising with the LEA, inviting parents and outside agencies, typing, collating and distributing review reports.

· To deal with the administration of all new SEN learners to the school liaising with feeder schools, Data team, Year team, LEA, teaching staff and parents.
· To assist in the supervision of learners when they are in the SEND department; supporting them with classwork/coursework, revision and keeping on task.
· To prepare draft letters and reports on behalf of the SENCO as required.
· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.


	
	Communication 

· To maintain effective communications both within the department and school.

	General:
	· To participate in the performance and development review process, taking personal responsibility for the identification of learning, development and training opportunities in discussion with line manager
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace

· To ensure that all duties and services provided are in accordance with the Equality Act 2010

· EMAT Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment


	Confidentiality
	· Some of the work undertaken within the school is of a highly confidential nature.  The post holder must at all-time maintain confidentiality




