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Job Description: SEND Administration Assistant 


Pay Grade: KSC


RESPONSIBLE TO:  SENCO
Hours:  up to 37 hrs pw – TTO (38 wpa)


Purpose of the Job:

To provide a comprehensive range of high-quality administrative support within the Special Educational Needs and Disabilities (SEND) faculty to ensure that all aspects of the day-to-day activities operate efficiency and effectively.  To support the SENCO and Assistant SENCOs with administrative tasks.  Create a friendly, welcoming, and supportive environment within the faculty.  Work as an effective member of wider SEND team.  

Responsibilities 
To manage the development of good administrative practice including maintaining and developing procedures, records, and systems.  Monitoring and reviewing provision plan's for students on the SEND Register and communicating these with teachers, parents and students. To provide administration support including creating documents and reports using the full range of programmes available, filing, photocopying, scanning, delivering notes, answering the telephone and organising meetings.  Review and develop your own professional practice.  

Key functions 
· Dealing with general enquiries from parents, external organisations and supporters received by telephone, email and face to face 
· Supporting the Assistant SENCO with administrative tasks 
· Update individual learning plans on EduKey – (training will be provided on how to use our information systems)
· Ensure that individual learning plan are reviewed 
· Gather students voice and parent feedback for learning plans 
· Support Assistance SENCO with referral paperwork 
· Support SEND team with visit paperwork 
· Communicate with teachers regarding how best to support students with SEND 




Specific Responsibilities
· To manage the input of information held on EduKey and other monitoring systems to ensure that it is accurate and complies with any legal or data protection policies 
· To support the work of the SENCO by maintaining accurate records and receiving referrals from external organisations 
· To organise 1:1 tuition sessions from external providers when required 
· To operate and maintain an effective system for filling of all documents, ensuring that all legal data record requirements are maintained 
· To meet and greet all visitors with a friendly and professional approach 
· Delivering notes to students 
· Recording and monitoring of interventions
· Transfer SEND information from Arbor into EduKey  
· Maintain and monitor the SEND records and liaise with year teams were applicable – registers, passes, intervention recording 
· Monitoring department recourses – order requests, refocus pass requests, knowledge booklet organisation  
· Ensuring that accurate and detailed records are kept and stored of student interventions and support for GDPR compliance 
· Ensure that staff are kept informed of pupils’ SEND and advice on areas to develop and support 
· To work with the SENCO and Assistant SENCO to promote an inclusive school
· To support meetings of SEND staff, communicate information to staff and co-ordinate resulting action
· Be aware of and comply with policies and procedures relating to child protection, health, safety, security and confidentiality reporting all concerns to an appropriate person to ensure pupils’ wellbeing 
· Undertake training and other learning activities and attend relevant meetings as required to ensure your own continuing professional development





















Towers School and Sixth Form Centre 


Person Specification: SEND Administrative Assistant



The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   


Applicants should describe in their application how they meet these criteria.


	
	CRITERIA 

	
QUALIFICATIONS

	
NVQ2 or equivalent


	
SKILLS AND ABILITIES







	
Excellent communication skills.
Excellent ICT skills.
Excellent organisational skills.
Patience and a calm manner.
Flexibility.
Reliability.
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