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The Darent Federation of Schools
SENCo Admin Assistant
Job Description
	School: The Darent Federation of Schools
(Sundridge & Brasted Primary and Kemsing Primary)
	Location: Kent

	Job title: SENCo Admin Assistant

	Salary range: Kent Range of Salaries for Support Staff (as per the job advertisement) - pro-rata for hours/weeks contracted


	Job Purpose

	· To provide administrative support for the SENCO/Inclusion Team across the Federation.


	Main duties and responsibilities

	Duties
· Provide clerical/admin support e.g. photocopying, typing, filing, phone calls, emails, correspondence and liaison with external agencies. 
· Work closely with the SENCo and other key members of staff to contribute to effective provision for children with additional needs. 
· Act as an initial contact for parents, dealing with any concerns they may have and signposting if necessary. 
· Establish good relationships with children, acting as a role model, and being aware of and responding appropriately to individual needs. 
· Promote the inclusion and acceptance of all children. 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
· Be aware of and support difference, and ensure all children have equal access to opportunities to learn.
· Carry out standard testing on the children when needed e.g. speech and language, phonics, fine motor etc. 
· Support the class teacher in class when needed and as directed by the class teacher.
· Attend school trips when needed to provide additional adult support. 
 
Standards and Quality Assurance

· Understand that it is our statutory responsibility to safeguard and promote the welfare of all children.
· Understand that we are fully inclusive and support all children in order that they all reach their potential.
· Support the aims and ethos of the Federation.

· Set a good example in terms of dress, punctuality and attendance.

· Attend team meetings during working hours.
· Undertake professional duties that may be reasonably assigned by the Headteacher.

· Be proactive in matters relating to health and safety.
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