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Person Specification
Essential Skills & Experience

e Experience working in a school or educational environment.

Strong understanding of the SEND Code of Practice and EHCP processes.
e Excellent organisational and administrative skills.
e Ability to manage sensitive information with discretion.

e Confident communication with staff, parents, and external professionals.

e Strong IT skills, particularly in Microsoft Office, Excel and school MIS systems.

e Ability to meet deadlines and prioritise workload effectively.
Desirable

e Experience coordinating Annual Reviews.

e Knowledge of local authority SEND procedures.

e Training in SEND or Safeguarding.

e Experience supporting children with SEND in a school setting.

Key Attributes

¢ Attention to detail

e Empathy and patience

e Professionalism

e Team player with a proactive approach

Flexible and adaptable

Emotional Wellbeing in Schools and Colleges Eco-Schools Attachment Aware
Schools Award

~

A

St Philip’s School is part of the Orchard Hill College Academy Trust: a company limited by guarantee
Registered in England, Company Number: 08476149

Registered Office: Orchard Hill College Academy Trust, Copthall House, 9 The Pavement, Grove Road, Sutton, Surrey, SM11DA.



