[image: http://www.westnorfolkacademiestrust.co.uk/images/WNAT%20logo2.jpg]JOB DESCRIPTION
	School:
	St Clements High School
part of West Norfolk Academies Trust

	Job Title:
	SEN Administrator

	Grade:
	Scale E, Point 7 – 11
Starting scale  £ 11.59/hour – Approx £ 19,154
Please note – salary will be pro rata
£ 22,369 per annum FTE based on a 37 hour week pro rata

	Hours/weeks:
	37 hours per week. Term time plus 1 week – 39 weeks.
Mon – Thurs 8am -4pm
[bookmark: _GoBack]Fri 8am to 3.30pm

	Responsible to:
	SENCO 

	Working With:
	SENDCO
Trust Assistant SENDco
SEND Trust lead
Teaching and Support Staff
Students
Parents and External Agencies



Purpose of the Job 
Provide administrative support to the Trust Assistant SENDCo.
Responsibilities
· Provide a comprehensive secretarial and administrative role to the SENCO, with professionalism and accuracy
· Demonstrate excellent organisational skills and proficiency in the use of Google Suite, Microsoft Word and Excel as required
· Update and maintain the to ensure all pupils information is up to date across the school, logging review, uploading medical information, observations, checking records of information are correct
· Update and maintain the SEN register on advice of the Trust SENDCo
· Input, retrieve and analyse information using the Trust data system.
· Arrange reviews & meetings as advised by the Assistant Trust SENDCo
· Keep all SEN documents up to date
· Maintain and analyse exclusion data in relation to SEND students
· Undertake the administration of all review/multi-agency meetings, including collation of staff reports, completion of review meeting pro-forma, circulation of necessary reports and documents to all parties
· Collate, copy and circulate reports and questionnaires on SEN students as advised by the SENCO
· Attend and take notes in meetings, producing and circulating minutes as necessary
· Make and receive telephone calls to/from parents, professional agencies, the LEA, other schools and other agencies as required
· Liaise professionally and effectively with parents/staff/external agencies for a variety of reasons and via a variety of media e.g. telephone, email, letter
· Liaise with staff to collect feedback and ensure timely reporting of Annual Review documentation and to communicate SEND issues
· Work with students to collect pupil views for reviews & other purposes as required
· Coordinate & disseminate information from a range of stakeholders 
· Co-ordinate and disseminate information from a range of stakeholders
· Liaise with feeder schools and other relevant bodies to gather student information
· Maintain individual student files so documents are stored chronologically and are easy to access and understand
· Ensure that confidentiality is observed at all times and abide by Data Protection regulations
· Ensure the safe disposal of confidential waste
· Prioritise workload to ensure the completion of work to specific deadlines
· Ability to work calmly and accurately under pressure
· Competently use the English language in person and in writing
· Maintain a high standard of personal presentation
· Carry out responsibilities with due regard to the School’s policy, organisation and arrangements for Health and Safety.
· Carry out duties in line with the School’s policy on Equality and be sensitive and caring to the needs of others, promoting a positive approach to a harmonious working environment.
· Promote and safeguard the welfare of children, young and vulnerable people.
· Carry out SEND  assessments as directed by Assistant Trust SENDco

Job context and flexibility
The duties and responsibilities listed in this job description provide a summary of the main aspects of the role.   This is not an exhaustive list and the post holder may be required to carry out other tasks, as deemed appropriate to the grade and nature of the post.
This job description is current at the date indicated below but, in consultation with the post holder, it may be changed by the Headteacher to reflect or anticipate changes in the post commensurate with the grade or job title.
Due to the routine of the school, the workload may not be evenly spread throughout the year.  Flexibility of hours, and a flexible attitude and willingness to assist others in the team, when required is necessary.
The post holder will have a shared responsibility for the safeguarding of all children and young people. The post holder has an implicit duty to promote the welfare of all children and young people.
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. This includes obtaining references and ensures compliance with the DBS process. All staff will be subject to an enhanced DBS (Disclosure and Barring Service) check. Shortlisted candidates will be subject to an online search.


PERSON SPECIFICATION
	Criteria
	Essential
	Desirable
	How assessed

	Qualifications

	Level 2 English
	
	
	Application/
Interview

	Level 2 Maths
	
	
	

	Level 2 IT qualification
	
	
	

	Experience

	Significant experience of working with young people 
	
	
	Application/
Interview/
References

	Experience of working in a team
	
	
	

	Experience of communicating with customers/clients
	
	
	

	Skills, Attributes and Knowledge

	Child Protection and Safeguarding
	
	
	Application/
Interview/
References

	Skills and knowledge to deal with student safety and behaviour
	
	
	

	Setting high standards to staff and students by personal example
	
	
	

	Ability to work effectively under pressure
	
	
	

	Ability to prioritise and meet deadlines
	
	
	

	Commitment to continued personal development
	
	
	

	Ability to assimilate information quickly and prepare succinct summaries
	
	
	

	A commitment to equal opportunities
	
	
	

	Good communication skills
	
	
	

	Numerate and literate with excellent written skills
	
	
	

	ICT proficient 
	
	
	

	The ability to develop and build positive professional relationships with internal and external parties
	
	
	

	Personal qualities

	Positive attitude to work
	
	
	Application/
Interview/
References

	Ambition for self and others
	
	
	

	Genuine concern for others             
	
	
	

	Decisive, determined and self-confident
	
	
	

	Integrity, trustworthy, honest and open
	
	
	

	Accessible and approachable
	
	
	

	Excellent attendance and punctuality
	
	
	

	Excellent interpersonal skills
	
	
	

	Promoting and supporting positive mental health and wellbeing 
	
	
	

	The ability to work independently and as part of a team
	
	
	

	Sensitive to those who have clear barriers to learning
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