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Role Profile for the post of 

Inclusion and SEND Secretarial administrator


Accountable to: 


Assistant Head/SENCO
Accountable for: 


N/A

Location: 


Oathall Community College

Grade: 


5
JOB SUMMARY

Provide a broad range of administrative and secretarial services for staff working in the SEND and Inclusion areas. (SENCO, Heads of House and Assistant Heads of House). The post holder will work closely with the Business Systems manager, Head’s PA and other administrative staff in the college. 
MAIN TASK AREAS 

General administration duties 
· Undertake normal office secretarial tasks; filing, photocopying, opening mail, answering emails, typing letters, minutes, reports, etc. for SENCO and Heads of House
· Make effective use of college IT systems to streamline work processes (SIMS, PARS, Insight, and Google etc.) 
· As directed, organise and set up meetings, including the preparation and distribution of agendas and papers. Take and distribute minutes of meetings if required.

· Proof read and check outgoing letters and reports from relevant staff

· Maintain all student records & filing including set up of new files, archiving leaver files, managing SEND student files in compliance with GDPR & other statutory guidance
· Liaise with other administrative staff to ensure documentation and records are regularly updated 
· Provide administration cover in the absence of the Head’s PA for pupil exclusions 

· Provide cover for other administrative staff in the student services team if required. 

· Maintain administration & contact for separated parents list when required. 
SEN and Inclusion administration 
· Deal with email, phone and letter enquiries for the SEND staff.

· Manage the SEND team diary and appointments. Trigger annual reviews. 

· Organise and assist with setting up meetings such as annual reviews 

· Process forms (ECHP’s, Medical HCP’s etc.), returns and other statutory reports and administration connected with SEND, Inclusion and pupil premium, including those for outside agencies

· Compile data reports & registers (including registers of need as required)
· Administer & communicate information relating to additional needs arrangement 
· Maintain student SEN records and files following statutory guidance

· Produce, circulate and update the LSA timetable 

Any Other Duties

· To maintain confidentiality and observe data protection and associated guidelines where appropriate. 

· To carry out the duties and responsibilities of the post in compliance with the School’s Equal Opportunities Policy. 

· Observe all Oathall Community College practices relating to child protection, security, fire and emergency and Health and Safety.

· To understand and comply with all other relevant school policies. 

· To carry out any other reasonable duties and responsibilities within the overall function, commensurate with the level of responsibilities of the post. 

· Participate in in-service training as appropriate to role
· Undertake any other duties as may reasonably be requested of a student support assistant as directed by your line manager. 
	Type of education, skills, attribute and experience
	Requirement level

	Education 

	Education to minimum level 3 qualification including a level 2 qualification in English and Maths
	Essential

	Secretarial qualification
	Desirable

	Degree, diploma, recognised professional qualification in a relevant area
	Desirable

	Experience & Skills

	Highly computer literate and able to type. Able to use standard office software applications (Excel, Google, Word, Outlook etc.)
	Essential

	Excellent standard of spoken and written English 
	Essential 

	Exceptionally good organisational skills including the ability to plan, prioritise, work to deadline and manage time effectively
	Essential

	Experience of working or volunteering in a school environment    
	Highly desirable

	Experience of working with SIMS or similar management information systems
	Highly desirable

	Office secretarial experience, shorthand skills
	Highly desirable

	A comprehensive understanding of 11-16 academic structures
	Desirable

	Attributes

	Confident communicator – both face-to-face, on the phone and in writing
	Essential

	Ability to communicate diplomatically and sympathetically with a range of different audiences
	Essential

	Positive, can-do attitude
	Essential

	A desire to learn and develop skills through independent research. An ability to use own initiative to ‘work it out’.
	Essential

	A desire to see jobs completed to a high standard & with close attention to detail
	Essential

	Ability to use initiative, work independently and manage and prioritise own workload. 
	Essential 

	Ability to collaborate and work as a team
	Essential

	Smart professional appearance
	Essential
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