	HAYBROOK COLLEGE TRUST

	PERSON SPECIFICATION
	SEND Annual Reviews Officer
	LEVEL 5


	Key  
	E= (Essential)   D= (Desirable)   A= (Application Form)   I= (Interview process)

	Qualifications
	E
	D
	A
	I

	1
	National Level 3 qualifications
	(
	
	(
	

	2
	Evidence of recent training/professional development in SEND
	
	(
	(
	

	3
	Valid UK full Driving Licence and the use of a car
	
	(
	(
	

	Successful Experience of:
	E
	D
	A
	I

	4
	Working effectively and successfully engaging with young people with SEMH in a mainstream, special school or another educational setting
	(
	
	(
	(

	5
	Developing positive working relationships with a range of outside agencies and services
	(
	
	(
	(

	6
	Working effectively with parents and carers to support the progress of pupils with SEND
	(
	
	(
	(

	7
	Organising and chairing meetings involving a range of stakeholders
	(
	
	(
	

	8
	Microsoft Office and basic computer functions to include Word, Excel & Outlook
	(
	
	(
	

	Knowledge and Understanding

Able to evidence and apply up to date secure knowledge and understanding of:
	E
	D
	A
	I

	9
	Commitment to Equal Opportunities
	(
	
	(
	

	10
	Child Protection laws and procedures
	(
	
	(
	

	11
	Working Together to Safeguard Children (DfE, 2016)
	 (
	
	(
	(

	12
	Substantial knowledge and understanding of the statutory requirements in relation to SEND and SEND processes
	(
	
	(
	(

	Skills
	E
	D
	A
	I

	13
	Able to communicate effectively in the English language to produce formal written reports
	(
	
	(
	(

	14
	Able to communicate effectively with a range of stakeholders
	(
	
	(
	(

	15
	Able to plan, prioritise and organise own work schedule effectively and able to adhere to tight statutory deadlines
	(
	
	(
	(

	16
	Able to organise and chair meetings involving a range of stakeholders
	(
	
	(
	

	17
	Able to motivate a range of staff to contribute to statutory paperwork
	(
	
	(
	

	18
	Excellent interpersonal skills that motivate and support pupils and colleagues successfully
	(
	
	(
	(

	Personal Attributes

Able to consistently demonstrate evidence of:
	E
	D
	A
	I

	19
	A commitment to continuous professional development
	(
	
	(
	(

	20
	The behaviours expected by virtue of being a person in a position of trust
	(
	
	(
	(

	21
	Reliability and integrity
	(
	
	
	(

	22
	Being committed to maintaining a healthy work life balance for oneself and that of others
	(
	
	
	(

	23
	A genuine concern to secure the educational progress of pupils irrespective of their ability, or ethnic, cultural or social background
	(
	
	(
	

	24
	Being suitable to work with children and able to always maintain appropriate professional boundaries between oneself and children and other work colleagues
	(
	
	(
	(
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