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SEN ADMIN OFFICER


Part-time (Full-time may be considered for the right applicant)








The Eaglewood School requires an experienced and highly organised individual with extensive administrative experience and up-to-date knowledge of SEND.  


The Eaglewood School is an Alternative Provision Education establishment which opened in September 2019. 


Your main responsibilities will be to provide administration and data collection support for SEN students, with a particular focus on Education, Health and Care Needs Assessments and Education, Health and Care Plans for annual reviews.  You will be liaising with teachers for information on students, working with external agencies to gather reports and invite to meetings and attending Annual Review meetings to minute and complete reports. A high level of organisation, computer literacy, flexibility, attention to detail and being able to work to deadlines is essential.


Salary Band D dependent on experience.





An application form can be downloaded from our website � HYPERLINK "http://www.eaglewood.hants.sch.uk" �www.eaglewood.hants.sch.uk� or alternatively can be obtained from Mrs S Gray, PA to the Head Teacher, tel 01425 460994; email: s.gray@eaglewoodschool.co.uk. 





For an informal chat, or a visit to the School, please contact Mrs Gray.





School tours for potential candidates are available on request.





Closing date – 8th October 2021





The Eaglewood School follows best practice in recruiting staff in relation to safeguarding and is an equal opportunities employer.
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