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Job description
	JOB TITLE


	Senior Administrator for SEND and Behaviour

	SCHOOL
	Foxford School

	GRADE
	Grade 4, fulltime all year-round salary £23,893 to £27,334
Pro rata band based on 37 hours per week, term time only plus one week is £20,733 to £23,719

	HOURS
	Full time 37 hours per week
8am – 4pm Monday to Thursday

8am – 3.30pm Friday 


Job Purpose: 

To ensure the provision of an efficient and effective administrative support service to the SENCO and members of the Inclusion team to support their roles within school, in accordance with Trust policies and procedures.  
To support students, who may be exhibiting behavioural, emotional or social problems in school, to achieve their full potential, including supporting the attendance strategy.
Duties and Responsibilities:
· To support the SENCO with creating systems and structures.
· Provide first point of contact for visitors and students, manage requests for meetings etc, deal with requests and queries, divert calls and arrange meetings as appropriate and arrange follow-up action if required.

· To prepare/manage all correspondence relating to Inclusion and behaviour, including minutes for faculty meetings.

· To input and update data for students with Special Educational Needs / behaviour needs in the school using provision mapping. 
· Co-ordinate meetings with students and external agencies including SEND services (SENDIAS), Inclusion services, School Nursing Service, Counsellors, Positive Choices, Social Services, including arranging venues, recording all information on CPOMS or Edukey. Maintaining waiting lists.

· Using the datalocker system to download, distribute and store documents and upload to CPOMS/Edukey.
· Liaise with the Pastoral team and Year 7 Team for new SEND admissions and SEND transition, including assisting with the schools’ transition programme for year 6 in to 7 and Year 11 to Sixth Form by collating information and arranging meetings and open days.

· Coordinate, distribute and monitor 5-minute passes, lift passes, toilet passes and time out cards.
· Arrange SEND parent events and meetings, sending invitations and collating responses.
· Update and maintain School PEEPs file for fire evacuation purposes.
· Provide specialist admin knowledge around statutory SEND meetings, referrals and reviews.

· Gathering/collating feedback, preparing documentation, liaising with parents and external agencies for Annual review meetings.

· Setting up parent and staff access and training on provision map.

· Gathering student/parent and teacher feedback for SEND, behaviour and LAC reviews.

· Lunch/break duty support in the Inclusion Unit.

· Manage room booking system for Inclusion Unit.

· Keep updated on latest services, courses and support in the local area to communicate with parents.
· Co-ordinating equipment for pupils as needed such as fidget toys, iPad pens, emotion cards, specialist stationary etc.

· Ordering of stationary other and equipment as required.

· Management of SEND register and ensuring this is recorded correctly on systems.
· To coordinate behaviour placements.

· To collate relevant forms and reports for behaviour meetings.

Other Clauses:

· The postholder may deal with sensitive material and should maintain confidentiality in all school and student related matters. 

· There may be occasions when it will be necessary to cover other administrative roles within the school. 

· This job description may be varied to meet the changing demands of the school at the reasonable discretion of the SENCO. 
· The above responsibilities are subject to general 
Person Specification

	ATTRIBUTES
	JOB REQUIREMENTS
	Essential/

Desirable
	MEASUREMENT

	KNOWLEDGE AND UNDERSTANDING
	· Comprehensive knowledge of administrative procedures

· An understanding of the challenges facing young people from a disadvantaged community

·  An understanding of the range of agencies and activities that provide support to vulnerable pupils

· Microsoft packages

· Awareness of deadlines

· Appreciation and awareness of reasons for confidentially when dealing with student records, safeguarding and SEN data

· Of SIMS school information system
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	SKILLS
	· Effective written and verbal (in person or by telephone) communication skills in order to work with, and relate to, all stakeholders of the Trust at all levels to understand and resolve questions or issues raised, and to interpret and advise on information.

· Good literacy skills in order to provide the required level of support to the department.
· Organisational and time management skills to multi-task, provide the necessary support to relevant stakeholders, managing a number of priorities

· IT skills to make efficient use of equipment in school and create accurate documentation to agreed deadlines
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	ABILITIES and QUALITIES
	To:

· Relate well to stakeholders at all levels

· Understand and interpret requirements accurately, by effective questioning, listening, clarification and recording of information where necessary, whilst being sensitive to people’s needs and expectations.

· Deliver advice and guidance to a wide range of recipients

· Work individually and in a supportive team environment

· Handle confidential information correctly and to act with discretion, tact and diplomacy

· Prioritise workload to meet agreed deadlines

· Be flexible, use initiative, and remain calm and focused during times of pressure

· Analyse situations and information and make sound, qualified decisions

· Build effective working relationships with colleagues at all levels

· Excellent customer service skills with the ability to respond quickly as circumstances dictate

· Be able to interpret and follow procedures and pay close attention to detail

· Be reliable and punctual

· Be resilient whilst having a good sense of humour

· Drive with use of own vehicle to travel to schools within the Trust
· A commitment to Trust values and ethos
	E

E

D

E

E

E

E

D

E

E

E

E

E

D

E
	A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I, R

A, I

A, I

	EDUCATIONAL ACHIEVEMENTS
	· Excellent literacy and numeracy skills equivalent to GCSE in English and Maths

· Evidence of continuous professional development and training
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	EXPERIENCE
	Of:

· Working in an administrative position

· Letter and report writing, setting up administrative processes and systems and taking notes of formal meetings and providing accurate minutes

· Working in the school sector

· Working in an environment of equal opportunities
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	SAFEGUARDING
	In addition to candidate’s ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children as appropriate to the nature of the role which may include:

· Motivation to work with children and young people;

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

· Emotional resilience in working with challenging behaviours; and

· Attitudes to use of authority and maintaining discipline
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Responsible to:
SENCO
