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	Specification
	Essential
	Desirable

	Qualifications
	English and Maths, Grade C or above (or equivalent)

	ECDL
Level 2 Business Administration


	Skills, Knowledge & Experience
	· Word processing package

· Awareness of the Data Protection Act.

· Filing systems

· Understanding of structure and organisation of school data management/recording systems

· Understanding of administration systems including filing and recording

· Computer literacy, with skills in using software such as spreadsheets, word processing, email and databases

· Prioritise and organise workload to meet deadlines, cope with interruptions and remain calm under pressure

· Knowledge of safeguarding and Children’s Social Care desirable to support with the emotional demands of the work being undertaken.

· Understanding of the role of SEND Administration Assistant
· Good communication skills (written and oral)
· Good telephone manner
· SEND department requirements and Gov guidelines for SEND
· EHCP documentation
· To be discreet, confidential and reliable

· To have proven organisational skills – self and systems

· Accuracy and attention to detail

· Use computer systems to record information and generate reports

· Inputting and generating accurate reports on software systems

· Co-ordinating and prioritising workload


	Understanding of Administration Systems including filing and recording

Knowledge of GDPR

EHCP annual review procedure

SEN needs and register maintenance

EHCP application

APDR 



	Personal Qualities
	· To maintain a calm and measured approach and stay calm under pressure or in the presence of irate visitors and follow agreed guidelines for such situations, cope with interruptions and use initiative

· To have the ability to prioritise workload in a constantly changing working environment

· To communicate effectively with all staff, pupils, parents and outside agencies

· To obtain/give information in a courteous and succinct way

· Ability to work independently and be assertive

· Be smart in appearance, to promote the image of the academy effectively

· To be flexible in undertaking work and adaptable to changing routine and procedures

· Use initiative in dealing with enquiries

· To have a positive attitude to work

· To be able to handle sensitive and emotionally demanding subject matter and recognise the need for support when required.

· Willingness to contribute ideas and suggest new methods to improve the overall efficiency and effectiveness of the organisation. 
· To be flexible in undertaking work and adapting to changing routines and procedures. 
· Good timekeeping
· Professional attitude and behaviour

	


The Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.  All staff will be subject to an enhanced check with the Disclosure and Barring Service.
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