   

SEND Admin Assistant
       Job Description 

At Southern Education Trust, we are driven by a shared mission of Making Lives Better. We’re a     community of schools built on our values: Kind, Creative and Collaborative, working together                              to help every child - and every colleague – thrive.






	School
	Ferndown Middle School

	Grade
	D

	Contract
	Term Time Only

	Reporting to
	SENDCo



Purpose of the job

The purpose of this role is to provide efficient and effective administrative support to the school, contributing to the smooth day-to-day running of office operations and supporting key school functions.

The postholder will maintain accurate records, support communication with pupils, families, staff and external agencies, and provide administrative assistance across a range of school activities. A significant aspect of the role will be providing administrative support to the SENDCo and Inclusion Team, ensuring that SEND processes and records are maintained effectively and in a timely manner.

Key areas of responsibility 

General Administration
· Provide a comprehensive administrative and clerical service to support the effective operation of the school.
· Produce, format and distribute correspondence, reports, forms, letters, meeting notes and other documentation as required.
· Maintain accurate filing systems, both electronic and paper based.
· Undertake data entry and maintain records using the school's Management Information System and other databases.
· Support the administration of pupil information, attendance, assessments and school records.
· Assist with the organisation of meetings, appointments, events and activities.
· Prepare meeting materials, agendas and associated paperwork.
· Monitor and maintain office supplies and stationery stock.
· Process incoming and outgoing correspondence and deliveries.
· Ensure all records are maintained accurately and in accordance with data protection requirements.
· Support school leaders with administrative tasks and reporting requirements as directed.

SEND and Inclusion Administration
· Provide administrative support to the SENDCo and Inclusion Team.
· Maintain accurate and up-to-date SEND records, ensuring information is stored securely and confidentially.
· Support the administration of Education, Health and Care Plans (EHCPs), SEND Support Plans and related documentation.
· Assist with the organisation and administration of Annual Reviews and other SEND-related meetings.
· Prepare, distribute and collate documentation for meetings involving parents, carers and external professionals.
· Update SEND databases, trackers and provision records as required.
· Support the preparation of information for referrals, consultations and funding applications.
· Liaise with parents, carers and external agencies regarding routine SEND administrative matters.
· Monitor key review and reporting deadlines and ensure paperwork is completed within required timescales.
· Maintain records of interventions, pupil support arrangements and associated documentation.

Communication and Relationships
· Act as a professional and welcoming point of contact for pupils, parents, carers, staff and external agencies.
· Respond to routine enquiries and direct matters to the appropriate member of staff.
· Build positive and effective working relationships with colleagues, families and external professionals.
· Support communication between school, home and external services.
· Promote a positive image of the school at all times.

Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 



Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential
	Desirable

	Qualifications & Experience 

	· GCSE (or equivalent) in English and Mathematics.
· Good general education.
· Good numeracy and literacy skills.
· Administrative experience in a busy environment.
· Experience maintaining accurate records and handling confidential information.

	· NVQ Level 2/3 in Business Administration or equivalent qualification.
· Experience working in a school or educational setting.
· Experience supporting SEND administration.
· Relevant administrative training.


	Skills & Knowledge

	· Ability to undertake a wide range of administrative tasks accurately.
· Strong IT skills, including Microsoft Office applications and database systems.
· Excellent organisational skills with the ability to prioritise workloads and meet deadlines.
· Strong attention to detail and ability to maintain accurate records.
· Ability to handle confidential information with discretion and professionalism.
· Strong interpersonal skills and ability to build positive relationships with staff, families and external professionals.
· Self-motivated team player able to use initiative and adapt positively to change.
· Excellent written and verbal communication skills.

	· Experience of using a Management Information System (MIS) such as Arbor or SIMS.
· Knowledge of SEND legislation and statutory processes.
· Understanding of EHCPs, Annual Reviews and SEND Support procedures.
· Experience of working with external agencies and local authority processes.


	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.

	






	Other Factors
	
· Satisfactory Safer Recruitment Checks
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