JOB DESCRIPTION

Job title:
Inclusion Administrator 
Location:
Ebor Gardens and Victoria Primary Academy
Grade:
C1 Pt 12-17, 37 hours, Term Time only + 5 additional days. 

Responsible to:
Emma Nuttall – Executive SENCO
Responsible for:
As an Inclusion Administrator, you will provide comprehensive administrative support to the school and the SEND team and act as a central supporting role for staff, students and parents. You will work with other members of the academies to uphold the vision and ethos of the school at all times and provide an excellent customer service to a range of stakeholders.

Key Responsibilities

1. Administration:
· Establish and maintain efficient administrative systems and processes to support the effective management of SEND provision within the academies. 
· Production of policy documents, letters and reports and other documents which are accurate and professionally presented.
· Provide general clerical and administrative support for the SEND team e.g. photocopying, filing, emailing, completion of standard forms, respond to routine correspondence, emails/letters to parents, etc.

· Maintain electronic records and management information systems, recording and producing accurate information as required.
· To be able to assist the SEND team in managing their diary and appointments, correspondence and informal communications.  

· Ensuring that all SEND students have high quality SEND Support Plans on file, and that copies have been provided to relevant staff and parents.
· Ensuring that all reports or information provided by external agencies are stored on pupil file areas, and shared with relevant staff members and parents. 

· To create documents from start to finish, ensuring finished documents are to an excellent standard.
· To support with administration associated with SEND Parents’ evenings.
· To ensure that all queries are dealt with efficiently and effectively.
· To take minutes during meetings.
· To organise and communicate visitor timetables to support the SEND team in facilitating external professionals. 

· To answer the telephone in a professional, friendly and efficient manner, managing a range of enquiries and taking messages where appropriate.
· Maintaining confidentiality at all times with due regard for data protection. 
2. Inclusion Support 

· Liaise with colleagues and external contacts at all levels of seniority with confidence, tact and diplomacy.
· Provide administrative support and professional guidance to colleagues in meeting the needs of pupils with SEN across school. 
· Support staff in understanding the learning and medical needs of children with specific needs and ensure they feel well prepared to meet them.  
· Liaise between outside agencies, parents, pupils and school based staff.
· Direct colleagues in maintaining records which are necessary to support applications for external support and funding.
· Ensure that appropriate methods of assessing and recording children’s needs and progress are maintained. Advise and co-ordinate assessments when necessary e.g. through initiating external assessment, coordinating or undertaking specific assessments to support the identification of SEND.
· Ensure key deadlines are met in the reporting of SEN pupil attainment locally and nationally and in making funding applications. 
· To provide regular feedback, as appropriate, regarding progress made by individuals and advise/recommend further support required to ensure that agreed goals are achieved.
3. Family Support

· Develop transparency and consistency between home and school through effective home-school liaison. 

· Form relationships with parents and pupils to help resolve problems which may prevent pupils accessing the educational opportunities available to them.

· Support the development / implementation of activities to encourage family / carer involvement within school.
· Assist with student wellbeing and liaise with staff and parents where necessary.
4. Child Protection

· Demonstrate clear understanding of policies and procedures in relation to Child Protection and work with school based staff to safeguard children. 

5. Other

· Carry out other reasonable tasks as directed by Executive SENCO. 

· To be willing to undertake appropriate training in line with contractual duties.
Person Specification

Post title: Inclusion Administrator




	Criteria
	Essential (E)
Desirable (D)
	How identified
Application form (A)
Selection process (SP)

	Attributes 
Ability to work well in a team 

Ability to think originally and creatively

Positive attitude 

Energy and enthusiasm 

Warmth and sensitivity 

Excellent rapport with students 

Commitment to the school and the students we serve 

Ability to work confidentially and with discretion 

Excellent communication and interpersonal skills
	E

D

E

E

E

E

E
E

E
	A/ SP

A/ SP

A/ SP

A/ SP

A/ SP

A/ SP

A/ SP
A/ SP

A/ SP

	Skills:
Competent in the use of IT to support record keeping and tasks related to the role
Ability to relate well to adults and children

Planning and prioritising own workload and managing conflicting demands

Experience of running effective administrative systems

Excellent communication, writing and editing skills

Excellent organisation and time-management skills

Able to build relationships with a range of stakeholders and anticipate others’ needs

Able to take ownership of tasks and work with minimal supervision
	E

E

E

E

E

E

E

E


	A/ SP

A/ SP
A/ SP

A/ SP

A/SP

A/SP

A/SP

A/SP

	Knowledge and understanding:
Knowledge of systems / processes to support pupils with a wide range of SEND 
Ability to engage constructively with, and relate to, a wide range of young people, parents/carers, from different backgrounds

Work constructively as part of a team, understanding roles and responsibilities

Understanding of national/foundation stage curriculum 

Knowledge of primary school assessment systems /tracking progress 


	E
E

E
E
D
	A/ SP

A/ SP

A/ SP

A/ SP
A/ SP

	Qualifications/ training:
GCSE Grade C or above English / Maths

A commitment to continuing professional development 
	E
D

D

	A/ SP
A
A/ certificate



