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The Darent Federation of Schools
SENCo Admin Assistant
Person Specification
We are looking to appoint a committed, enthusiastic individual who is able to work well as a member of a team. The ideal candidate will be flexible, adaptable and willing to learn new skills. They will have a genuine interest and enjoyment of working with children and be able to respond to them in a caring professional manner.  
Alongside the job description for this role, this person specification will be used in the appointment criteria:

	Qualifications

	Essential:

· Minimum of Grade C in GCSE (or equivalent) Mathematics and English. 
Desirable:

· Training in any areas of child development and learning.
· Training in any areas of learning difficulties and/or interventions.


	Experience:

	Essential:

· Office administration in any type of business environment.
Desirable:

· Experience in working with children and/or children with additional learning needs.


	Skills:

	Essential:

· Excellent administration/organisational skills.

· Computer literate, with excellent skills working with Microsoft Word, Excel, and similar.

· Ability to prioritise and organise as necessary.

· Ability to communicate effectively, verbally and in writing.
· Ability to work well within a team and to take direction but prepared to take initiative when required. 
· Ability to relate to and communicate with children.
· Ability to work effectively with parents and outside agencies.

· Ability to work in a busy, demanding environment.
· Ability to model, promote and embed high standards of safe working practice.


	Personal Qualities:

	Essential:

· Commitment to equal opportunities and securing good outcomes for children with additional learning needs or a disability.

· Commitment to children’s safeguarding.

· Commitment to promoting the ethos and values of the school.
· Commitment to maintaining confidentiality at all times.
· Patience, energy and enthusiasm.

· Reliable and trustworthy with a good sense of humour.
· Committed to personal professional development.
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