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Kent Special Educational Needs Trust (KsENT)
Administrative Coordinator
Job Description
KsENT Vision

KsENT is the organised voice of special schools within the County of Kent and represents 26 special schools of every need type including community, foundation and academy schools. As a Co-operative Trust, we embrace the values of:

· self-help
· self-responsibility
· democracy
· equality
· equity 
· solidarity

with the aim of improving opportunities for children and young people with SEND.  As one of the largest groups of Special Schools in the country, we work collaboratively with the Local Authority and other key partners, including The Schools Co-operative Society and Kent Association of Leaders in Education (KALE).  We network to share best practice and have a range of forums to strengthen our knowledge and practices, for example:

· Governors Forum (members of Governing Bodies)
· Strategic Form (Headteachers)
· Leadership Forum (Senior Leaders)
· School Business Managers and Human Resources Groups 
· Networking and Moderation groups for a range of curriculum subjects

KsENT has achieved considerable progress already in establishing itself as a lead organisation, raising standards through supporting other schools and engaging in research and development.
  













Administrative Duties

· Provide high level administrative assistance to the KsENT Chair(s) including, but not limited to all correspondence, scheduling of appointments and meetings, preparing documents, maintaining records, travel arrangements, event coordination, research and information gathering, diary management, meeting support and general assistance as and when required.

· Under the direction of the Co-Chairs, the postholder will be responsible for leading the systematic monitoring and review of the Strategic Plan, Risk Register, and the KsENT Handbook. This includes ensuring these documents are regularly updated, remain accurate, and reflect current organisational priorities. The postholder will facilitate collaboration across relevant forums/teams, gather and analyse feedback, and report progress to the Co-Chairs to support informed decision-making.

· The postholder will actively promote the vision and values of KsENT through consistent and professional communication, including maintaining a frequent and engaging presence across social media platforms and KsENT’s website. They will also support marketing efforts and ensure the timely sharing of key documents and updates with external partners, contributing to the organisation’s visibility and reputation.

· Communication flow among all stakeholders, including but not limited to, Executive and Strategic Boards, all forums.

· Manage all correspondence, including incoming messages and requests.

· Oversee actions identified in meetings to make sure they are met in a timely manner.

· Support the Executive Board in coordinating National and Local Leaders within SEND to attend KsENT meetings and events.

· Attend all trust meetings to provide onsite support, take minutes and draft reports as required (to include, but not limited to: Trust Board, KsENT Executive, Strategic Forum, Leadership Forum, School Business Managers Group and Human Resources Group, Governors’ Forum).

· On behalf of KsENT, organise meetings and events, including sourcing, negotiating and recommending venues and services within agreed parameters. 

· Ensure meetings function efficiently and effectively, including logistical arrangements, preparation of agendas, briefing notes for the Chair(s).  

· Provide high quality administrative support for the Leadership Forum, including coordinating the network group meetings, under the direction of the Leadership Forum Chair(s).

· Administration of KsENT’s annual calendar, Governor Hub, databases, High Cost Placement Panel, Tier 1 & 2 Training, Dimension Groups, Moderation Groups.

· Coordinate all aspects of events, including, but not limited to, liaising with event leaders and outside organisations, respond to enquiries, collate feedback, management of booking system. 

· Support and co-ordinate recruitment and procurement processes, as required.

· Ensure compliance with all aspects of GDPR and Data Protection.

· Support in preparing bid applications as appropriate.

· Provide administrative support for the Trust’s financial processes, including the preparation of invoices, coordination of accounts and payments, and the collation of financial regulatory reports, under the guidance of KsENT’s accountants.

· Ensure Companies House is kept up to date with any changes in the Trust structure.

· Support the induction and appointment of new KsENT members and partners, including the preparation of induction packs, Terms of Reference, programmes, updates of website and trust plans accordingly. 

· Continually strive toward the improvement of all aspects of project management and administrative practice.

· Proactively manage own workload, planning and raising tasks in good time to ensure that the Chair(s), Board Members, Executive and all stakeholders are prepared for meetings and events and that deadlines are achieved.

Job Details
	Term Time Only

	Salary
£30,404

39 working weeks per year (inc. CPD days) = 
[bookmark: _GoBack]pro rata salary of £26,741

	
37 hours per week

· 8:00 a.m. – 4:00 p.m., Monday – Thursday
· 8:00 a.m. – 3:30 p.m., Friday
· 30 minutes unpaid lunch

The role may require working outside of these hours for meetings and KsENT events.
	
Report to KsENT Co-Chairs

	
Permanent Contract

	
Office base in Kent (to be agreed upon appointment). Requirements to travel as required, for example, to KsENT schools across Kent, meetings and events held usually in South Kent. 
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