
Job Description Assistant SENCO

Salary Range SCP 18-20

Purpose of Job:

Assisting with the day to day running of the SEN provision, seeking improved standards of achievement for

pupils.  This role will support the SENCO by reviewing, evaluating and implementing strategies to meet the

needs of our pupils and align with education policies.

Key accountabilities/duties/responsibilities:

Supporting the Assistant Headteacher (Inclusion) by:

● Assisting in the monitoring of special needs throughout the school

● Maintaining the SEN register and Vulnerable pupils register

● Providing guidance to curriculum team leaders in securing a differentiated curriculum programme

for pupils with special needs, as well as managing intervention programmes

● Advising colleagues about teaching strategies and materials available to facilitate learning for

pupils on the SEN register requiring support, with or without an EHCP

● Managing and implementing intervention programmes to ensure differentiated learning to access

the National Curriculum

● Contact with parents/carers and external agencies by telephone, face to face meetings, emails etc

● Writing, monitoring and reviewing provision plans

● Ensuring that equality of opportunity is available to all pupils, and that access and inclusion of the

whole curriculum is promoted within the schools working practices

● Providing clear guidance and oversight of TAS and teaching staff appointed to work with pupils in

need of learning support, or who have an EHCP for extra educational provision

● Assessing the effectiveness of of the implementation of school policies

This list is not exhaustive.

General Responsibilities

To be committed to safeguarding and promoting the welfare of children and to actively engage in CPD

opportunities.

The jobholder may be required to carry out other reasonable duties commensurate with the grade, as

requested by school leadership.

This job description is not exhaustive and may change as the post or the needs of the school change.  Such

changes will be subject to consultation between the post holder and their manager and, if necessary,

further job evaluation.



TEFAT Ethos

Put children first

● We trust and value your professionalism 

● We share the responsibility for the learning and welfare of all of our children

● Our purpose is to improve the lives of children

Be safe

● Don’t assume that someone else will do it

● Look after yourself, your colleagues and all children

● We are all responsible for each other’s safety and well being

● Discuss any concerns with an appropriate member of staff 

Be kind & respect all

● People are allowed to be different as are you

● Kindness creates the positive environment we all need to flourish

● This kindness should extend to ourselves as well as to others

Be open

● If you can see a better way, suggest it  

● If someone else suggests a better way to you, consider it 

● We exist to nurture innovators and support those who take informed risks in the interests of children

Forgive

● We all make mistakes

● Admit them, learn from them and move on

Make a difference

● Making the world a better place starts with you

● Model the behaviour that you would like to see from others



PERSON SPECIFICATION

Essential Desirable

Qualifications & Experience

Educated to GCSE level (or equivalent) with English and Maths Grades A*-C/9 to

4

A Level/NVQ level 3

HLTA qualification

Graduate considering teaching as a career

✔

✔

✔

✔

Knowledge & Skills

Understanding of the educational system and education needs of children

Previous experience of working with or teaching young people

Experience of working with students with ASD or ADHD

Willingness to develop an understanding of the SEN Code of Practice

✔

✔

✔

✔
Personal characteristics

Ability to work effectively in a team setting

Ability to community effectively with children and adults

Ability to work on your own initiative and overcome problems

Able to demonstrate high standards of integrity, confidentiality and reliability

Be able to use your initiative to overcome problems

Be flexible and adaptable to the needs of the school

Be willing to get involved in the wider life of the school

Physically fit and able to undertake duties.

✔

✔

✔

✔

✔

✔

✔

✔


