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JOB DESCRIPTION

Job Title:
SEND Administrator
Name:


Grade:
F (£18,333-£22,130 per annum, pro rata)
Hours:
37 hours per week term time only plus 5 INSET days (39 weeks)
Responsible to:
SENDCO
Direct supervisory responsibility:
None

Indirect supervisory responsibility:
None

Important functional relationships:
Internal: Principal, school leadership team, staff, students, Governors.


External: Parents, Cornwall County Council departments, maintenance contractors, suppliers of goods and services, visitors to the school.

Main purpose of job:


Providing efficient, effective and professional administrative support
Duties and responsibilities: 

1. Provide general day to day administrative and clerical support to the SENDCo. 

2. Provide administrative support to the SEND Department. 

3. Support the SENDCo with diary/calendar management. 

4. Production of policy documents, letters and reports and other documents which are accurate and professionally presented. 

5. Provide administration for all paperwork related to SEND and ensure any documents/records shared externally meet data protection requirements. 

6. Provide administrative support for meetings, including preparation of agendas, and undertaking/producing the minutes of meetings as required. 

7. Maintain and update school information, student files, records and databases, ensuring accurate electronic and paper filing of student records.
8. 
Provide other general administration where required. 
General Post Responsibilities: 
1. Preparing and contributing to Trust wide development by sharing best practice and professional feedback. 
2. To assist with the production and analysis of regular reports on activity for use at management meetings and feedback, as appropriate for the role. 
3. To maintain designated databases / files in accordance with Trust policies for data governance, as appropriate for the role. 
4. To comply with and promote all Trust policies, including Safeguarding, Health and Safety, and Equality & Diversity. 
5. To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. WeST (Equal Opportunities Policy/Code of Conduct), national legislation (Health & Safety, Data Protection)
6. Comply with the school support services, school procedures and policies relating to child protection, health and safety, confidentiality and data protection. 
7. To be responsible for your own continuing self-development, undertaking training as appropriate.
8. To undertake other duties appropriate to the grading of the post as required.

Signed  ……………………………………………..     Date  ………………………………… 

PERSON SPECIFICATION
CALLINGTON COMMUNITY COLLEGE

 

Job title:   




SEND Administrator

Department:




School based

Person specification prepared by:  
Callington Community College

Date prepared:  
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience


	Minimum of 3 years’ experience of working with children and young people.

Experience of clerical work.

Ability to use Word for Windows & other related Microsoft products including E-mail and Excel.
	Clerical work experience from within a school/college environment.
	Application form/ Interview.

	Education & Training

	Attainment of GCSEs grade C or above or equivalent qualifications (as an alternative, to be able to demonstrate equivalent skills through work experience).


	RSA I, II and III Text processing or equivalent.

IBT II.
	Application form.

	Special Knowledge & Skills

	Word processing skills.

Typing skills.

ICT skills.

Communication skills.

Organisational skills.


	
	Application form/ Interview.

	Any Additional Factors


	Self-motivated.

Reliable.

Flexible approach to work.

Discreet, diplomatic manner.

Patient & friendly approach.

Acceptance of different attitudes, willingness to work with children and young people.

Able to work on own initiative and as in a team.
	
	Interview.
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