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ST. GEORGE'S C of E FOUNDATION SCHOOL

JOB DESCRIPTION

JOB TITLE:
PA to Assistant Headteacher, SEND & Support/Administrator
GRADE:
Kent Range 6
ACCOUNTABLE TO:
Assistant Headteacher (SEND & Support)
JOB PURPOSE:
(i)
To be PA to the Assistant Headteacher, SEND & Support (AHT)

(ii)
To carry out administration duties 

DIRECTLY RESPONSIBLE

TO THE POSTHOLDER:
Not applicable.
TEAM LEADER TO:
Not applicable
KEY ACOUNTABILITIES:

All staff at St George’s C of E Foundation School are expected to actively support and promote the vision and values of the school.

1.
Personal Assistant to the Assistant Headteacher, SEND & Support:
· To support with designing and effective operation of St George’s Secondary School SEND administrative procedures

· To provide secretarial and clerical work for the AHT, Send and Support

· To update pupil records as directed by the AHT

· To produce and respond to SEND correspondence
· Act as the first point of contact for the AHT with matters relating to SEND, including telephone enquiries, receiving visitors and arranging refreshments

· Provide word-processing support for the AHT as required, with accurately typed documents/correspondence and meeting deadlines

· Maintain personal correspondence and draft letters for approval for the AHT as required

· Assist the AHT with the planning and issuing of meeting agendas, recording minutes and issuing these promptly
· To keep the SEND Team diaries updated and to be responsible for arranging and recording appointments as necessary.
· To attend and minute pupil meetings as requested by AHT

· To produce and distribute invitations to annual reviews and other meetings
· To meet regularly with the AHT, enabling the Personal Assistant role to be carried out effectively and efficiently.
· To collate information from parents, staff or external agencies regarding individual pupils as required by the AHT
· To prepare any reports required by the AHT, liaising with relevant staff as and when necessary.

· To support the AHT with the High Needs Funding Applications and EHCP applications and reviews.

· To support with collating evidence and paperwork required for access arrangements, as required by the AHT or exams officer

· To support the AHT with referrals for outside agencies
· To maintain strict confidentiality with regard to both the teachers and students within and outside the school.
· To ensure resources for the SEND team and supplies for interventions are monitored and replacements ordered when necessary.
· To support with dyslexic screening, reading age assessments or other similar screening assessments for individual pupils if required by AHT
· To provide personal administrative and clerical support with other areas of the AHTs responsibilities, including but not limited to Looked After Children, Christian Ethos and Safeguarding. 

· To provide administrative support in regard to all correspondence including letters, SMS and email.

· To minute meetings as and when required
· To support the Senior Leadership Team in relation to administration as and when required.

· To undertake such other duties as the Headteacher may determine within the range of duties reasonably expected of administrative staff.
· To promote and safeguard the welfare of pupils at St George’s CE Foundation School. This includes being aware of and complying with policies and procedures in relation to safeguarding, health and safety, confidentiality and data protection.

This Job Description to be reviewed annually by the Postholder and the Director of Administration as part of the School's Performance Management Cycle for Support Staff.
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Person Specification – PA to SENCO

	
	Criteria 

	
	Essential
	Desirable

	Qualifications

	· 
	· Grade 4 or 5 in English and Maths GCSE or equivalent

· First Aid

	Experience


	· Experience of liaising with different groups of people and at different levels.


	· Experience of working within a school environment

· Experience in a similar role

· Experience working in a busy environment



	Skills & Abilities


	· The ability to communicate verbally and in written form to pupils, parents, staff and outside agencies

· Ability to remain calm under pressure and to promote a positive environment

· Willingness to undertake training if required.

· Organised and able to confidently use own initiative.


	

	Knowledge


	· Use of Microsoft Office including Outlook, Word and Excel


	· An awareness of child protection procedures.

· To have a knowledge of EHCPs and support measures for pupils.

· Use of Sims.net or similar database



