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	Post Title:
	SEND Exams and Learning Support Co-ordinator  


	
	

	Purpose:
	· To take a proactive role in the support of the educational, social and physical needs of the pupils

· To assess, co-ordinate and implement Exams Concessions and associated paperwork

· To liaise with parents/outside agencies   

· Observing students and writing necessary referrals

· Overseeing and implementing the TA Timetable

· To support the curriculum and the school through the provision of assistance to the teacher in the practical organisation of class activities and small group work. 



	
	

	Reporting to:
	SENDCO Mainstream 

	
	

	Liaising with:
	SEND staff, Senior Leadership team, Teaching staff, Higher Level Teaching Assistants, Teaching Assistants, Local Authority, parents, carers and external agencies

	
	

	Working time:
	35 hours per week
39 working weeks per annum (term time + INSET days + twilights)

44.263 paid weeks per annum

	
	

	Salary/Grade:
	F (£10.21 to £11.29 per hour)
£19,697 - £21,780 gross per annum

£15,817 - £17,490 pro rata per annum

	
	

	Disclosure level:
	Enhanced


MAIN (CORE) DUTIES

	Operational/

Strategic Planning:
	Administrative Support for the SENCO  

· All administrative and clerical duties needed to support the SENCO 
· Assessing, implementing and co-ordinating the exams concessions and all associated paperwork
· Liaising with parents/outside agencies   

· Dealing with situations of a sensitive nature 

· Observing students and writing necessary referrals

· Supporting students within lessons where necessary
· Overseeing and implementing the TA Timetable

· Update the SEND Register, SEND calendar and other records 
· Updating the Assess, Plan, Do, Review for key students
· Carry out any other duties as directed by the SENCO commensurate with the general level of responsibility of the post  

· Assisting with the ordering of all books and equipment needed for the department
· Manage up to date record keeping 

· To remain aware and work within all relevant school working practices, policies and procedures.

· To attend meetings as required, take minutes/notes.

· The post holder is responsible for his/her own self-development on a continuous basis.

· To be aware of and work in accordance with the school’s child protection policies and procedures, and to raise any concerns relating to such procedures which may be noted during the course of duty. 

· To be aware of and adhere to the College’s policies and procedures. 

Whilst every effort has been made to explain the main duties and responsibilities a growing school requires flexibility in all of its employees. 

This job description is current at the date shown but, in consultation with the postholder, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title. 



	Staffing

Staff Development:
	· To take part in the College’s staff development programme by participating in arrangements for further training and professional development.

· To take responsibility for continuing personal development in the relevant areas.
· To engage actively in the Performance Management Review process.

· To work as a member of a designated team and to contribute positively to effective working relations within the College.

	
	

	Quality Assurance:
	· To help implement College quality procedures and to adhere to those.

· To contribute to the process of monitoring and evaluation of the Curriculum Area/Department in line with agreed College procedures, including evaluation against quality standards and performance criteria.

· To seek/implement modification and improvement where required.

· To review from time to time administration processes and methods of recording
· To take part as may be required, in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the College.

	
	

	Management Information:
	· To maintain appropriate records and to provide relevant accurate and up-to-date information for SIMs, etc.

	
	

	Communications:
	· To communicate effectively with students, the parents of students and staff members.
· Where appropriate, to communicate and co-operate with persons or bodies outside the College.

· To follow agreed policies for communications in the College.

	
	

	Marketing and Liaison:
	· To take part in marketing and liaison activities such as Open Evenings, Parents’ Information Evenings and liaison events with partner schools.

· To contribute to the development of effective subject links with external agencies.

	
	

	Management of Resources:
	· To contribute to the process of ordering and allocation of equipment and materials.

· To assist the College SENDCO’s to identify resource needs and to contribute to the efficient/effective use of physical resources.

· To co-operate with other staff to ensure a sharing and effective use of resources to the benefit of the College, Department and students.


OTHER SPECIFIC DUTIES

	· To play a full part in the life of the College community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.

· To support the College in meeting its legal requirements for Worship.

· To actively promote the College’s corporate policies.

· To continue personal development as agreed.

· To comply with the College’s Health and Safety Policy and undertake Risk Assessments as appropriate.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.


PERSON SPECIFICATION

	Qualifications and Professional Development


	Essential unless noted as desirable 

· Appropriate experience in administration and working with young people
· Knowledge around SEND, (Autism/Dyslexia knowledge would be desirable)
· Proven track record of working with a team 

· Good IT skills (Microsoft office, email, internet etc.) 

· Willingness to learn new skills and acquire new areas of knowledge 

· Excellent written communication skills 

· Able to prioritise work load 

· Ability to multi-task 

· Uses own initiative 

· Efficient, organised and meticulous 

· Discrete

· Comply with GDPR / Data Protection Act

· Keen to develop the role


	Values and Beliefs
	The qualities and skills of individuals are underpinned by their values and beliefs.  So as our starting point, we are looking for someone who believes in the same things we do and has similar values.  These are:



	
	· Sets high professional standards

· A team player

· Clear about what matters

· Sets the highest expectations of attitude and behaviour

· Aspirational and ambitious for all

· Learning-focussed

· Outward-looking: believing in partnerships and willing to contribute to networks

· Seeking technology based solutions which will change practice

· Forward thinking

· Positive about innovation and creative approaches

· Committed to praise and celebration of success

· Open and communication-focussed

· Passionate about staff and student potential

· Honest and trustworthy, displaying integrity

· People-centred: caring and supportive of individuals

· Demonstrates conviction about the transformational power of education

· Strives of justice and fairness

· Willing to listen and be persuaded by rational argument and evidence

· Striving for perfection yet tolerant of unavoidable mistakes

· Encouraging of risk taking

· Relationship focussed

· Accepting of student opinion and using their views to inform practice


Statement of Safeguarding

This role gives the postholder access to children and young people.  Bodmin College has a statutory obligation to check with the Disclosure and Barring Service (DBS) in order that any criminal background including unprotected, spent convictions, bind-over orders or caution is disclosed to the Governing Body.  

Only those who have been checked can be employed by Bodmin College.   In the event of a successful interview you will be asked to complete a DBS application.

The successful applicant will be offered the post subject to the receipt of a satisfactory DBS check, health declaration, references and other pre-appointment checks required of the post.
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