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HAILEY HALL SCHOOL
JOB DESCRIPTION:

 Pastoral Administrative Assistant
Date:					January 2023

Scale:					H4

Responsible to:			SENDCo

	

MAIN PURPOSE OF THE ROLE

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


KEY ACCOUNTABILITIES


Inclusion Administration

· Act as the first point of contact between SENDCo, internal and external stakeholders and undertake associated administrative and support tasks as necessary
· Arranging and supporting the administration of EHCP’s, LACS and PEPS in compliance with SEN Code of Practice and other statutory requirements
· Attend and take the minutes as required for Inclusion/SEN and other meetings if required 
· Support the administration for the Pupil Passport and Power BI
· Preparation of documentation for new pupils starting, and assisting in the induction process
· Provide administrative support for referrals
· Develop effective procedures and maintain a meaningful SEN office procedures handbook
· Maintain and update various pupil record systems and files, including inputting/updating pupil data, ensuring confidentiality and security is maintained
· Support with the administration of access arrangements


Medication / First Aid
· [bookmark: _GoBack]Assist with administering and recording meds to pupils as and when required
· Providing first aid support as necessary, and liaising with parents/carers and looking after pupils when sick as and when required


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
· 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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