Wrotham School - Job Description 

	Name
	

	Position
	SEN Administrative Assistant

	Salary Scale
	Kent Range 4

	Responsible to
	ENCO, Headteacher and Leadership Team

	Start Date
	May 2019


JOB DESCRIPTION: Part time SEN Administrative Assistant)

PURPOSE: To support the SENCo and Learning Support department in all aspects of their

                    administration

WORKING TIME: 37 hours per week, 38 weeks plus 2 days per year – term time only. 

MAIN (CORE) DUTIES

Administrative Support for the SENCo

· All administrative and clerical duties needed to support the SENCO / Assistant SENCO

· Answering enquires, typing, emailing, sending letters and reports to parents/outside agencies

· Liaising with parents, the LA and other stakeholders as necessary

· Dealing with situations of a sensitive nature

· Ensuring all Annual Review paperwork is carried out and submitted on time attend and take

· minutes at Annual Reviews

· Update the SEN Register and other records

· Support the administration and allocation of Access Arrangements

· Timetable TA and room exam Access Arrangement support

· Assist the SENCO and Assistant SENCO in Year 7 administration.

· Assist in marking student assessments and reading tests and recording results

· Assist in the renewal and administration of Dyslexia and Dyscalculia screenrs

· Administration support for the Catch-up programme

· Assist the SENCO in administration for LAC students including updating records, organising PEP and LAC meetings

· Assist the SENCO in applications for High Needs Funding.

· Booking appointments

· Assist with timetabling of support

· Assisting with the ordering of all books and equipment needed for the department

· Assist and help set up for Open Evenings, Year 7 Transition, Tours and Taster Days

· Typing Individual Education Plans and arranging their reviews

· Manage up to date record keeping

Whilst every effort has been made to explain the main duties and responsibilities a new and growing school requires flexibility in all of its employees.

This job description is current at the date shown but, in consultation with the postholder, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

PERSON SPECIFICATION

Administrative Assistant: Special Educational Needs

Essential unless noted as desirable

· Be passionate about supporting our children and the community

· Have the ability to make our students feel valued and safe

· Experience of working with young people (desirable)

· Appropriate experience in administration

· Proven track record of working with a team

· Excellent I.T. skills (Microsoft office, email, internet etc.)

· Knowledge of SIMS database (desirable)

· Willingness to learn new skills and acquire new areas of knowledge

· Excellent verbal and written communication skills

· Able to prioritise work load

· Flexible working and ability to multi-task

· Calm in a crisis

· Uses own initiative

· Efficient, organised and meticulous

· Discrete

· Understanding and sensitive to others

· Keen to develop the role
· Have the ability to communicate well (written, face to face, telephone) with internal colleagues, parents and external agencies

· Be able to prioritise workload

· Work with external agencies, including professionals and specialists working with our students with SEND

Signed ………………………………………………………………….Headteacher
Date …………………………………………………………………….

Signed …………………………………………………………………. 

Date …………………………………………………………………….

