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Learning Support Administrator
Job Description

	
	




Post Title:	Learning Support Administrator

Responsible To:	Head of Learning Support / High Needs SENDCO

Grade:	Scale point 20, (BS8)  £31,067 - £31,586 per annum (pay award pending)

Hours:	37 hours per week, 52 weeks a year (annualised if desired)
	(from 25 to 31 days annual leave during school holidays depending on length of service + 8 bank holidays)

Main Purpose:	

· Supporting both the High Needs SENDCO and Wider School Support SENDCO (Special Educational Needs & Disabilities Coordinators) in their roles as leaders in school with efficient administration support for their roles – specifically ensuring their weekly routines and priorities are well administered and that their workflows are effective given the high demand for their specialist skills.

· Specifically, to ensure the administration needs of students with Educational Health Care Plans (EHCPs) and Resourced Places (RPs) supported in school is efficient and effective in all respects so that records, forms, reports, reviews and transport arrangements are in place and to be the lead administrator for the development and use of the schools support mapping tool.

· Working closely with the Team Leader for Teaching Assistants to ensure the large team of Teaching Assistants has effective overall administration processes that consistently ensures seamless recording and sharing of information appropriately.  Specifically ensuring that EHCP review information is collated for these to be effective and contain all necessary information.

· Working within the overall service that supports children in school with a wide range of special educational needs and disabilities and regularly communicating with students, families, staff and external agencies and being an effective point of contact for them (noting that each student has a named key-worker as their main point of contact for routine liaison).  Specifically to support effective transition and support staff timetabling.


Key Responsibilities

· Provide core office administrative support to the two SENDCOs in school ensuring systems for the effective management of their correspondence, calendars, diaries and meetings are in place and used effectively.
· Provide administrative support for the team of Teaching Assistants by ensuring consistent and simple record keeping processes are in place and liaising with the Team Leader of the team of Teaching Assistants to support them provide effective coordination of the Teams administrative needs (e.g. staff deployment, absence management, training, student case reviews etc.)
· Ensure the students with Educational Health Care Plans (EHCPs) and Resourced Places (RPs) have effective records including in their allocation to our school, school’s consideration of their placement and response, forms and records as required by the Local Authority, regular reviews and administration to support students next steps when leaving school.
· Ensuring school meets the deadlines for responses to the LA where required and summary reporting on the number of EHCPs and RPs in place at school and financial resources associated with each.
· Ensure a record is kept in liaison with the finance team on agreed Local Authority and Department for Education funding for places and EHCPs including in-year adjustments following reviews and transitions.
· Administration of the school’s support and provision mapping tool to ensure each EHCP and RP student needs are included in the tool and matched to resources that the school deploys.  Ensuring this tool is used to evidence the support provided and also to optimise the support available.  Ensuring the whole service uses the tool effectively (specifically by working closely with the Team Leader for the service and with both SENDCOs).
· Working with the Team Leader and wider team of Teaching Assistants to establish and oversee clear consistent procedures to record, monitor and report on student development, progress and attainment against pre-determined learning objectives.
· Ensure courtesy and politeness when assertively maintaining the school’s position on matters of policy – for example when liaising with students, staff, families or other agencies on issues regarding placements, transport eligibility, appropriateness of communication methods etc.
· As a core central presence for the team, work with Team Leader with a clear sense of professionalism and integrity for all team members including through processes for recruitment, development/appraisal and work with the Business Manager as necessary to ensure finance and HR policies are adhered to at all times.
· Have knowledge of and comply with all school policies and procedures including code of conduct, child protection, health and safety including risk assessments, security, confidentiality and data protection reporting any issues to a nominated person.
· Support the school Business Manager achieve effective responses to requests for information from Data Subjects when school receives these as Subject Access Requests.
· Guiding the work of other staff whilst demonstrating high integrity, professionalism, good operational judgement and school values.
· Share information about students with other staff, parents/carers, internal and external agencies and writing reports as appropriate.
· Encourage students to interact and work co-operatively with others, promote independence and employ strategies to recognise and reward self-reliance.
· As a member of wider support staff in school undertake occasional supervising of student duties during the school day and responding appropriately in line with school behaviour plans and policies to use discretion and initiative to deal with unanticipated issues and encourage students to take responsibility for their own behaviour.   
· Take part in guided tours and when appropriate lead these.
· Review CCTV in line with school policies when appropriate to do so.


 Continuing Professional Development

· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with developments related to school efficiency, which may lead to improvements in the day to day running of the school.
· Undertake any professional development as identified within the appraisal process relevant to the role.


Health and Safety

· Ensure that risk assessments are carried out in line with the school Health and Safety policy.
· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
· Co-operate with the employer on all issues to do with Health, Safety & Welfare.
· Ensure that the department are aware of Health and Safety issues including the need to report to the Site Manager all health and safety problems, accidents, and “near misses”.

Safeguarding

· To be accountable for promoting and safeguarding the welfare of students and responsible for safeguarding in working as an adult in school in line with school safeguarding policies and procedures.

The above duties are not exhaustive and the post holder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them by Senior School Leaders.   This job description may be reviewed and amended as necessary through consultation with the post holder.



General School Accountabilities

· Be aware and comply with policies and procedures relating to data protection, child protection, health and safety, copyright, security and confidentiality reporting all concerns to an appropriate person in accordance with school policies.
· Ensure effective utilisation of support workers and ensure systems are in place to effectively support all students to achieve their full potential.
· Be aware of and support difference and endeavour to ensure all students have equal access to opportunities to learn and develop.
· Contribute to the overall ethos of the school and the school values.
· Appreciate and support the role of other professionals and wider team members.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning opportunities and in performance management as required.
· Support other departments by arrangement as required.
· Be sufficiently literate and numerate for the role (GCSE grade 4 or above in English and Maths).

GDPR

· To adhere to school policies at all times.
· To ensure the role is undertaken within all aspects of GPDR good practice.

This job description may be changed by the Headteacher in consultation with you to reflect or anticipate changes in the job, commensurate with the grade and job role.
[bookmark: _Hlk159314311][bookmark: _Hlk159313926]Person Specification   Essential
· A commitment to raising standards for all of the students of Cockermouth School.
· Experience of administration in a complex organisational setting.
· Ability to take the initiative and to find solutions.
· An understanding of the issues relevant to settings that support young people with vulnerabilities and challenging  behaviours.
· Proven ability to guide and motivate colleagues as an effective team player.
· Proven ability to communicate effectively with adults and young people including through written and  verbal communication.
· Ability to work sympathetically yet purposefully with both students, families, colleagues and partner agencies. 
· A good understanding of the challenges that young people within our community face.
· Highly structured and process orientated.
· Well proven record keeping and archiving/filing skills.
· Highly able to use ICT effectively (word processing, spreadsheets, other applications).
· Ability to represent the school when asked to do so appropriately.
· Ability to demonstrate English and Maths at GCSE grade 4 or above.
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Responsibilities Statement (standard Job Evaluated responsibilities for this grade)
	Leadership (Self and Team)

	Planning, organising and prioritising own work and co-ordinate with other team members.

	Contributing to team planning.

	Contributing to team-working.

	Providing instruction and on-the-job training for colleagues.

	Assisting in allocating and checking work of colleagues in the same work area.

	Supporting and guiding less experienced staff, if required, including overseeing colleagues.

	Replate and work well with others and know own role within the school.

	Challenge poor performance in others.

	

	Making Things Happen/Delivering Results

	Planning and leading projects in own work area.

	Participating in projects outside own service area.

	Preparing a full spectrum of information and reports.

	Interpreting data and providing relevant recommendations for action.

	Maintaining a high level of service delivery.

	Checking service delivery and processes are in line with legislative development and quality requirements.

	Interpreting non-standard situations and applying appropriate policy and precedent.

	Making real-time service decisions in response to operational issues, in line with local procedures and established guidance.

	Ensuring compliance with performance indicators.

	Undertaking fire warden duties for the building including arranging regular inspection of the equipment and organising/overseeing practice and emergency evacuation procedures where necessary.

	Sensitive to the impact of decisions

	Take action to overcome immediate obstacles and barriers to success and if necessary try more than one approach to overcome a problem.

	

	Service Improvement

	Identifying potential business opportunities and monitoring contracts.

	Meeting with customers/partners to review service delivery and resolve problems.

	Making recommendations for improvement.

	Cooperating with change.

	Express ideas effectively and question the traditional way of doing things.

	Look for a fresh approaches to improve service delivery.

	

	Managing Resources

	Monitoring budgets and ensuring budgetary information is up-to-date.

	Handling or processing money.

	Operating and maintaining general office equipment and other facilities where appropriate.

	Methodical, accurate and well-organised and prioritise own work schedules.

	Keep track of spend and make sure work is approved and signed off as necessary.

	Maintain recognised financial and other procedures and practices.

	

	Customer and Community Focussed

	Resolving escalated and difficult issues from customers involving direct contact with challenging people.

	Responding to enquiries and operational issues raised by customers, internal stakeholders and partnership organisations.

	Consult and seek to understand the customer’s views and seek feedback on performance in order to improve the service.

	

	Qualifications, Knowledge, Experience and Expertise

	NVQ 3 or 4 or equivalent experience or knowledge in the relevant work area.

	Knowledge of the procedures and approaches in the area, and understanding of general organisation procedures, regulations and legislation, as applicable.

	Thorough understanding of own area, and able to confidently give considered advice both within and outside the organisation.

	Knowledge of Health and Safety and related procedures and policies and how they apply to the work area.

	Need to understand “how and why” not just “what”.

	Good interpersonal skills which may involve standard advice or persuasion.

	ICT literate relevant to the work area.

	Thorough working knowledge of relevant software packages.

	Understanding of budget processes and organisational priorities.

	Understanding how to deal with customers to required standards of service.

	Comprehensive knowledge of complex and diverse processes, procedures and systems within the area of operation.

	Relevant specialist knowledge of facilities and equipment used in work situations by the team and their safe use.

	Full knowledge of service provided and service-specific guidelines.
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