Person Specification 

Transition, Assessment & Medical/Welfare Coordinator Grade TBC

	Job title: 

	Transition/Assessment/ Medical/Welfare Coordinator 
	
	Ealing GLPC Grade:
	To be confirmed 

	
	
	
	
	

	School:
	Special School
	
	
	

	Line manager:
	Transition Lead, Assessment Lead, DH & SBL

	Supervisory responsibility:
	None


	Hours:
	32.5hrs per week


This form lists the essential requirements needed in order to do the job.                                         Applicants will be short-listed solely on them meeting these requirements.

Essential Requirements

Education, Qualifications and Experience

a) Good standard of general education (GCSE grade 4/C or above in English and Mathematics, or equivalent). 
b) Relevant Level 2 or 3 qualification in Business Administration, IT, or Education Support. 
c) First Aid at Work / Paediatric First Aid qualification (or willingness to achieve upon appointment). 
d) Willingness to undertake specialist training in school medication administration, record-keeping, and pupil welfare procedures. 
e) Safeguarding / Child Protection training (or willingness to undertake updated training). 
Knowledge, Skills and Abilities 

f) Experience working within a school environment, alternative provision, or care setting - preferably supporting children and young people with SEND. 
g) Proven administrative experience, including accurate data entry, record-keeping, email management, and document preparation. 
h) Experience interacting professionally and empathetically with parents, carers, school staff, and external visitors. 
i) Prior experience using IT systems, databases, spreadsheets, or school software (e.g., Google Workspace, MIS, Earwig, or Medical Tracker). 
j) Prior experience supporting school admissions, transition activities, or pupil welfare administration. 
k) Understanding of the diverse needs, communication styles, and welfare requirements of pupils with severe, profound, or complex special educational needs (SEND). 
l) Solid working knowledge of school safeguarding principles (Keeping Children Safe in Education / KCSIE)  
m) Awareness of how special school admissions, EHCP consultations, or pupil assessment frameworks operate. 
n) Ability to understand roles of parents and carers in pupil learning and demonstrate ability to liaise with them sensitively and effectively.

o) Excellent organisational skills with a high degree of accuracy when entering data, copying/pasting target information (e.g., PLIMS targets), and filing documents.
p) Strong IT literacy and the confidence/aptitude to quickly learn new software packages (e.g., Earwig, Medical Tracker, LA consultation portals). 
q) Ability to stay organized, manage daily tasks effectively, and switch focus flexibly when urgent pupil medical or administrative needs arise. 
r) Friendly, supportive, and professional communication style when dealing with parents, pupils, and external healthcare or LA colleagues. 
s) A compassionate, calm manner when responding to unwell pupils, distressed parents, or high-pressure admin deadlines. 
t) Ability to work collaboratively across different team leads while using good judgment to solve daily administrative routine problems independently. 
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