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JOB DESCRIPTION

	Post Title:	Administrative Assistant (Inclusion - SEND)

	Department:  CHILDREN’S SERVICES
	Establishment/Post No:	

	Division/Section:	
	Post Grade: 6, Point 6

	Location:  The Derby High School
	Post Hours:  24 hours per week, term time.

	Special Conditions of Service:   Term Time 


	Purpose and Objectives of Post:
To play a key role in supporting the work of the SENDCO by ensuring the smooth and efficient administration of SEND processes across the school. This includes maintaining accurate and compliant documentation, coordinating communication with external professionals, and ensuring that statutory deadlines and responsibilities—particularly around EHCPs and medical needs—are met.
The SEND Administration Assistant will be responsible for liaising effectively with external agencies, managing the preparation and organisation of paperwork for Education, Health and Care Plans (EHCPs), and providing administrative support for annual reviews, including attendance, minute‑taking, and follow‑up actions. The postholder will also maintain oversight of medical needs paperwork, ensuring records are current, accessible, and aligned with school policy and statutory requirements.
Working under the direction of the SENDCO, the SEND Administration Assistant will contribute to the wider SEND provision by supporting systems that enable timely interventions, clear communication pathways, and high‑quality support for students with additional needs. The role requires excellent organisation, attention to detail, and a proactive approach to supporting the SEND team and the students they serve.

	Accountable to: Head Teacher

	Immediately Responsible to: SENDCO

	Immediately Responsible for: N/A at the current time.

	Relationships: (Internal and External)
Governors, Headteacher, Teachers, Support Staff, Students/ Parents and Carers.

	Control of Resources:
Oversight of paper and electronic student files to monitor and track student needs.

	Duties/Responsibilities:
SUPPORT FOR THE SENDCO
· To oversee the input of data into relevant SEND and EHCP systems/software. 
· To ensure any concerns about the development of students are communicated to the SENDCO and relevant colleagues, as directed. 
· To produce review documentation for individual students and specific cohorts of students. 
· To liaise with outside agencies (e.g. Local Authority officers, CAMHS, health professionals). 
· To make referrals to other agencies for assessment or support purposes, as directed by the SENDCO. 
· To assist with transition for KS2 to KS3 for students with identified needs, including attending meetings and supporting documentation processes. 
· To liaise with post‑16 providers to support transition documentation and processes for students with identified needs. 
· To maintain oversight of medical needs paperwork, ensuring healthcare plans are up to date, monitored and shared with relevant colleagues.
· To organise, prepare and maintain all paperwork relating to EHCPs, ensuring compliance with statutory timelines. 
· To coordinate the annual review process, including scheduling meetings, sending invitations, collating reports and circulating minutes and updates. 
· To upload and submit EHCP review documentation to the Local Authority within required deadlines.
· To communicate effectively with students, parents and teachers to gather information relevant to the role.
· To work alongside the Exams Officer, Inclusion team and SENDCO to support the administrative processes for access arrangements. 
· To liaise with the Exams Officer and external testers and support the coordination of scribe/reader provision (administrative oversight only).
· To act as a key point of contact for external agencies, ensuring timely exchange of reports, updates and requests for information.
· To coordinate visits from external professionals (e.g. EP, OT, SALT) and ensure required paperwork is prepared in advance.
· To maintain oversight of medical needs paperwork, ensuring healthcare plans are up to date, monitored and shared with relevant colleagues.
· To liaise with parents/carers and health professionals regarding updates to medical plans.
· To maintain accurate SEND records, files and digital logs, ensuring confidentiality and data protection compliance.
· To manage the SEND inbox and respond or redirect communications appropriately.
· To support the compilation of SEND information for audits, inspections or internal reviews.
· To support the SENDCO with administrative tasks that contribute to the efficient running of the department.
· To contribute to the coordination of SEND timetables, meetings and provision maps when required.


SUPPORT FOR THE STUDENT (under an agreed system of supervision)
· Comply with and assist with maintaining policies relating to safeguarding, health, safety, security, confidentiality and data protection, reporting concerns as required. 
· Be aware of and support difference, ensuring all students have equitable access to opportunities. 
· Contribute to the overall ethos, work and aims of the school. 
· Establish constructive relationships and communicate with agencies/professionals, in liaison with the SENDCO. 
· Recognise areas for development and seek to improve practice; participate in CPD as required.



SUPPORT FOR THE SCHOOL
· Liaise between leaders/teaching staff and support staff where this relates to SEND paperwork, reviews, or statutory processes. 
· Conduct briefings/meetings related to SEND administration where required.
· Carry out lunchtime supervision of students as required

Other duties as requested by the Headteacher.
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