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HAILEY HALL SCHOOL
JOB DESCRIPTION:

 SEND Administrative Assistant
Date:					October 2026

Scale:					H4

Responsible to:			SENDCo

	

MAIN PURPOSE OF THE ROLE

· To provide confidential, efficient and effective administrative support to the SENDCo to effectively work within the SEN Code of Practice, to provide high-quality administration support with Inclusion.


KEY ACCOUNTABILITIES

SEND Administration

Arrange review meetings, prepare invitations and distribute relevant paperwork. 
Liaise with parents/carers, Local Authorities and external agencies regarding annual reviews and SEND processes. 
Maintain accurate records of SEND documentation and ensure files are kept up to date. 
Track deadlines for statutory reviews and SEND paperwork. 
Support the completion and submission of Local Authority documentation.
Act as a first point of contact for SEND-related enquiries. 
 Communicate professionally with parents, carers, external professionals and school staff. 
Arrange appointments, meetings and consultations on behalf of the SENDCo. 
Take minutes during meetings where required and distribute actions accordingly
Maintain SEND databases and pupil records. 
Produce reports, attendance information, provision maps and other SEND-related documentation as requested. 
Support data collection and record keeping for SEND interventions and outcomes.






Statutory
· To promote the safety and wellbeing of pupils, ensuring that the school’s Child Protection and Safeguarding policies and procedures are promoted within the School 
· To be responsible for own health and safety in accordance with the Health and Safety at Work Act 1974 and relevant EC directives
· To adhere to the School’s Equality policy in all activities, and actively promote inclusion and equality of opportunity  

Other
· To undertake such other duties as reasonably correspond to the general character of the post and commensurate with this level of role




	
Specific skills, knowledge and experience:

· Experience of working with the general public and external bodies 
· Excellent interpersonal, and communication skills, both verbal and written, together with good listening skills
· Analytical skills with attention to detail in work undertaken
· Ability to develop good relations with staff and pupils and the wider school community 
· Experience and knowledge of general administrative policies and procedures
· Excellent planning and organisation skills to meet deadlines
· Co-operative and supportive team player
· Proficient in the use of MS Office applications, email and the Internet, 
· Experience of using SIMS and/or similar office management systems
· Experience of using TES Provision Maps 
· Good understanding of databases – including ability to use databases to produce reports and statistics 
· Experience of using, setting up, maintaining and developing administrative systems and procedures
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