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	Job Title:
	Admin Support Assistant - SEN

	Report To:
	SENCO

	Job Purpose: 
	To provide efficient and professional secretarial and administrative support to the SENCO and SEN team. This involves prioritising workload effectively under pressure and coping with conflicting demands and interruptions in order to meet internally and externally imposed deadlines.


	Main Duties &  Responsibilities:
	Key Tasks 
· To keep and maintain all records relating to SEN meticulously – paper and electronic – and be responsible for all filing relating to the SEN papers for individual students.

· To prepare documentation connected to the Annual reviews of Education, Health and Care Plans and to ensure that paperwork is completed and shared with all appropriate parties, meeting deadlines for submission.
 
· To support the preparation of EHCP needs assessment paperwork.

· Assemble and report information from and to parents or carers as directed.

· To prepare paperwork for referrals to outside agencies as required. 

· To be welcoming contact for the SEN team on a daily basis – whether this is in person for the students or by telephone for parents and professionals.

· To maintain the SEN diary – liaise with outside agencies, timetable meetings and greet visitors to the SEN department as required, both parents and professionals.

· To ensure provision for students is entered onto the provision map database as necessary, liaising with other staff and generating reports as required.

· To support the administrative aspects of the Access Arrangements Team – ensuring that information is gathered efficiently and accurately.

· Liaising with feeder schools at times of transition, collecting information/data, timetabling meetings and providing administrative support to the Transition Team.

· Provide overall administrative and clerical support needed to the SENCO and wider SEN faculty team e.g. photocopying, filing, typing, ordering resources.

· Providing and collating accurate data from all systems used in the department, ensuring all statutory deadlines for submissions of data are met.

· Provide administrative support for meetings by agreeing agendas, recording and typing minutes.

· Review and maintain departmental manuals/handbooks to ensure copies are kept up to date.

· To manage and update the organisation of the SEN information on the Teaching and Learning Platform.

· To undertake any other task commensurate with this role.


  
	Safeguarding: 
	The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. An enhanced  DBS check is required for all post holders and successful applicants

	Salary: 
	BET Salary Grade 2  (Salary range £24,798 – 25,127 FTE)

	Hours: 
	32 hours per week – Monday - Friday



Review and Amendment 
[bookmark: _GoBack]This job description is normally subject to an annual review. It may be amended at the request of the Headteacher or post holder but only after full consultation with the post holder. 
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