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Job Specification

                   

                                                                    



	Requirements for the post.



	
	Essential
	Desirable

	Qualifications
	Degree 
	Teaching Qualification  

	
	
	

	
	
	

	
	
	

	Knowledge
	Ability to work on own initiative
	Knowledge of SEN Code of Practice

	
	To work as part of a team and be able to lead the team when required 
	

	
	Have high levels of communication and listening skills
	

	Skills
	Competent computer user with the ability to use computer packages including Word, E-mail and internet
	To be flexible and creative 
Develop learning resources to support the teaching of SEN pupils 

	
	Ability to work effectively with people at all levels
	Experience of working with pupils aged 11-16

	
	Manage LSA’s
	

	
	To communicate and command the confidence of other professionals across various agencies
	Lead meetings with agencies, parents and educational professionals 

	
	Good organisational and interpersonal skills
	

	
	Determination to see problems and solutions through to the end
	

	
	To work and respond to the unexpected within the framework of the establishment
	

	
	Engage positively with external professions

Engage constructively with parents
	

	
	The ability to work on own initiative and under pressure
	

	Experience
	Significant Administrative Experience
	

	
	Experience of working in a school/education environment
	Leading staff training and development on issues relative to SEN education 

	
	Supporting and leading the learning of small groups of identified pupils in order to close the achievement gap 
	

	
	Working with outside agencies
	


	Responsibilities and accountabilities
 (What the job is expected to achieve) 

OVERALL PURPOSE OF POST:

· To provide efficient administration for the SEND department and to support pupils as directed by the SENCO.  To work alongside the SENCO in establishing best practice for inclusion across the whole school 
MAIN TASKS
Assisting the SENCo with the identification, assessment and mapping of provision for all children with Special Educational Needs or Disabilities and to deputise for the SENCO if required.
Be fully conversant with SEND Code of Practice.  
Complete My Support Plan and Education Health and Care plan paperwork for multiple local authorities.
Request reports from external professionals, teaching staff and parents, conduct pupil voice interviews. Invite relevant parties to Annual reviews and EHCP transition meetings.
Engage in liaison meetings with appropriate outside agencies under the direction of the SENCo eg Ed Psych, Speech and Language Serve, CIAT, Learning support Service and to facilitate opportunities for external agencies to work with pupils and staff when appropriate.
Type and upload the SEND register/Provision Mapper onto the School Management System for members of staff to access as necessary. Keep the register updated throughout the year and assist in the school census process. 
Develop individual Pupil Profiles, keep these up to date, and liaise with parents. Upload to whole school database/Provision Mapper and raise staff awareness when significant changes are made
Support transition work with feeder Primary schools to support the successful identification of pupils on the SEND register and initiate a smooth transition process for vulnerable pupils in year 6. 
Coordinate supplementary transition visits to the High school for the SEND cohort as appropriate.
Liaise with Lead LSAs to provide information and appropriate resources for prospective pupils and parents. Disseminate information to SENCo and SEND team, Key Stage Achievement Leaders, Year Managers, BFL Support Workers and SLT.
Coordinate Exam Access Arrangements process. Work closely with the SEND team, Exams Officer, teaching staff and external assessor to ensure pupils are given fair access to appropriate arrangement starting the process during Y9
Ensure paper work required by the Joint Council for Qualifications (JCQ) is completed, collated and held for each pupil including completing Form 8 when needed
Monitor budget for external assessment and provide purchase order information to internal finance team and external assessor.
Communicate with parents about access arrangements for pupils.
Coordinate visits from external professionals e.g. Specialist teachers for VI, HI; Speech and language therapists; Education Psychologists; Communication and Interaction team members, physiotherapists etc.
Ensure that information from visits is communicated to relevant staff in school and recorded on the database as necessary.
Attend weekly meetings with the SENCo to develop strategic plans for the department

Manage SEND LSA team day to day to ensure that pupils on the SEND register have appropriate support to overcome barriers to learning. 
Produce timetable for support staff for academic year.
Each day ensure timetable is revised in light of staff or pupil absence by prioritising the most vulnerable pupils.  Communicate significant changes to teaching staff.
Support LSA team in examination duties – e.g. as, reader, scribe prompter and arrange training where required. 
Lead weekly LSA team meetings to build knowledge of latest developments within school and to offer training to maintain and improve skills in supporting pupils on the SEND register.
Keep an overview of LSA logs to check on progress of pupils and to ensure LSAs understand their role.
Lead weekly meetings with the LSA team leaders to drive the support team agenda forwards as a team, gain an overview of pupils in the four strands of SEND and to train and inform the team leaders of any school, authority and national developments.
Take full part in the Appraisal Cycle of the school as an appraisee and appraiser if needed.
Support in the coordination of CPD for the SEND team. 
Attend CPD events to maintain and develop skills in the area of SEND and as a result of own performance management targets.
Deliver whole school training during staff meetings as appropriate eg. to update on LSA deployment or to explain some aspects of inclusive practice as required by the SEND code of practice.
Liaise with teaching staff to offer strategies to support individual pupils.
Liaise with teachers to create accessible resources for SEND pupils.
Co-ordinate provision to support numeracy and literacy
Deputise for SENCo when meeting parents or attending MSP and EHCP meetings
Collate data on progress of pupils for Ofsted inspectors and internal audit.
Attend Staff meetings and INSET days to maintain professional currency and, alongside the SENCo, to drive whole school initiatives forwards within the support team.
Other duties commensurate with the grade of the post as directed by the headteacher


	Responsibilities for resources



	People

Line management of 4 Lead LSAs (Grade 6) and 14 Teaching Assistants (Grade 4)


	Budgets

SEN Supplies Budget


	Physical Resources

Laptops Alphasmarts and assistive technology
Hardware used by SEND team and pupils




	Characteristics of the post:

 The ability to regularly attend meetings as required by the Headteacher/Line Manager.

Employees are encouraged to participate in training activities in order to enhance their own personal development.

Employment checks required of this post:

· Evidence of entitlement to work in the UK.

· Evidence of essential qualifications – see page 1 of this specification.

· Two satisfactory references.

· Evidence of a satisfactory safeguarding check e.g. An Enhanced CRB Disclosure.

· A List 99 check.

· Confirmation of medical fitness for employment.  



	Date completed: April 2025



Post Title: Assistant SENCO (Non Teaching)





Reporting to:  SENCO 








This job specification outlines the qualifications, competencies and experience required for the post, together with an outline of the key tasks and responsibilities. 








JE Code   





Service Area: Family





Grade:   Grade 8





Location:  Kettlethorpe High School





Date completed:  
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