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Job Description – SEND Administrator

	POST TITLE:
	SEND Administrator (General) – Job Share 

	

	TERMS & TENURE:
	Permanent – 14 hours and 30 minutes per week (Monday and Tuesday) - term time only plus a proportion of 8 Professional Development Days 
Scale 4, SCP7-11 £26,403 - £28,142 dependent on skills and experience. 
£8,888 - £9,473 actual salary (pro-rata) 

	

	LINE MANAGER:
	Assistant Headteacher (SENCO)

	
	

	STAFF SUPERVISED:
	N/A


	OBJECTIVES OF THE POST

To lead and develop the administration for the SEN team. The post holder will contribute to all aspects of the team’s functions providing the highest levels of support and challenge to all team roles.


	MAIN DUTIES

Be responsible for the organisation and co-ordination of the Education Health Care Plan (EHCP) review process and for ensuring that annual reviews and all related activities are completed to the highest quality and within statutory requirements.
To update interventions and maintain accurate cost-mapping, including following-up on the allocation of EHCP funding with Local Authorities.

Type up notes for the SENCO/Deputy SENCO; includes (but not limited to) prospective pupils’ notes, appraisal documentation, meeting minutes, letters to parents, local authorities, solicitors, external agencies etc.
Establish good working relationships and communication with agencies, professionals, and families by acting as the primary contact for SEND queries.
Take minutes at meetings as required and distribute appropriately.
To facilitate efficient administrative systems and processes to improve efficiency. To include use of PowerPoint, Excel, Microsoft word, graphics, headings and footers, mail merge, tables, developing improved workflows through use of AI tools (e.g. CoPilot)
Collate and send out pupil information and feedback to parents/guardians as required, including access arrangements reports and confirmations.
Maintain comprehensive and accurate filing systems within SEND office.
Manage all SEN internal and external communications including;(but not limited to) Aspire email, LA Portal, telephone calls
To distribute, collate and monitor departmental surveys 

To maintain the SEN diary, room bookings and SEN staff training log
Meet and greet visitors as necessary 

Forward planning of, and managing the administration for, specific events and/or initiatives.

To liaise with outside agency staff (e.g. planning meetings) and inform all those who need to know   
Be proficient in the relevant aspects of the use and management of Arbor, undertaking training as required and authorised.

To attend meetings with the SENCO/Deputy SENCO to discuss and identify any future requirements to promote high standards of efficiency within the Department.
To be responsible for all other duties as directed by the SENCO/Deputy SENCO



	REQUIREMENTS
See Person Specification 





	OTHER 

The duties outlined above are not intended as a restrictive list and may be extended or altered to include other tasks that are commensurate with the role.



	DATA PROTECTION 

During the course of employment, the holder of the role will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Regulation and in accordance with the HUET Data Protection Policy.


	HEALTH AND SAFETY
The post holder is required to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law following recognised codes of practice.  The post holder is also required to be aware of and comply with the Trust’s policies on health and safety. 




	COMMITMENTS
Commitment to the community ethos of the school, helping to promote appropriate behaviour and correct uniform wearing when dealing directly with pupils and to Equal Opportunities.


SPECIFIC DUTIES





SEND Administrator (General)


First-line triage for all SEND communications across multiple channels 


Production and management of general SEND documentation and records 


Coordination of department-wide diary, logistics, and visitor management 


Monitoring of departmental data (training, interventions, surveys) 


Development of administrative systems, templates, and efficiency improvements





SEND Administrator (EHCP & Statutory Focus)


Management and submission of EHCP processes in line with statutory deadlines 


Full coordination of Annual Reviews and PEPs including documentation and reporting 


Named specialist contact for EHCP procedures and statutory guidance 


Responsibility for meeting outcomes including action plans and facilitation 


Quality assurance and audit readiness of EHCP documentation and compliance standards
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