JOB DESCRIPTION
THE ROSELAND MULTI ACADEMY TRUST

Job Title:					SENDCO Administrator

Grade: 						F (Points 1 – 6)			 


Employment:					37 hours per week (Monday to Friday), term time (38 weeks), plus 
 						an additional 5 days / overtime as required (by agreement)
				
Salary paid for 44.6 weeks per year

School holidays will be classed as leave.  Payment for 
leave has been included in the calculation of the annual salary, therefore, no leave should be taken during school term time unless specific prior approval has been obtained from the Chief Executive Officer

Responsible to:	CEO, CFO, Headteacher of Treviglas Academy, SENDCO, Leadership Team of Treviglas Academy, Chair of the Trust Board

Direct/Indirect Supervisory Responsibility:	None

Important Functional Relationships:	SENDCO, SEND team, Designated Safeguarding Lead, Learning Leaders, Student Support Managers, Attendance Officer, Trust Board, Local Monitoring Committee, staff, students, other schools and colleges, parents/carers, visitors to the schools, external agencies and professionals
 
Main Purpose of Job

To provide comprehensive administrative support to the SENDCO and the wider SEND department, ensuring full compliance with the SEND Code of Practice, smooth running of departmental operations, up-to-date data systems, and efficient liaison with internal staff, external agencies, and partner/destination schools. This role involves targeted administrative duties alongside key assessment responsibilities.
Key Responsibilities & Main Duties
1. Assessment & Student Screenings
· Administer baseline and diagnostic testing (e.g., Dyslexia, Dyscalculia, and Executive Function assessments) using specialised software (e.g., Talamo).
· Complete all associated administrative reporting, record-keeping, and tracking following diagnostic tests.
· Compile diagnostic and assessment evidence for external student diagnoses (e.g., Right to Choose pathways) by gathering feedback and information from staff.
2. Mailbox, Communication & Daily Operations
· Daily management of the SEND email mailbox: signposting, prioritising urgent queries, and allocating messages to relevant staff.
· Attend daily morning departmental briefings to share key updates and information with the team.
· Carry out administrative tasks such as conducting staff "round robins" to gather student feedback, attendance phone calls and organising the SENCO’s diary/calendar.
· Undertake break/lunch supervisory duties as required.
3. Data Management & Systems Administration
· Record of Need: Maintain and regularly update the school’s Record of Need; ensure key student data and SEND statuses are shared promptly with staff.
· Provision Map: Act as a system administrator for Provision Map. Oversee file uploads, create profiles, input diagnoses, record information requests, and maintain general data integrity.
· Google Workspace & Drive Management: Hold Google administrative rights to organise, maintain, and audit the departmental Google Drive, ensuring all confidential student files are stored safely, securely, and in line with GDPR/data security protocols.
· School Census & Coding: Assist with school census preparation and maintain familiarity with SEND codes (e.g., K, E/EHCP).
4. Transition & External Agency Liaison
· Manage the administrative processing for student transitions in and out of the school, including in-year transfers and primary-to-secondary (Year 6 to Year 7) data transfer.
· Ensure all primary SEND paperwork and records are secured, logged, and integrated into school systems.
· Liaise with post-16 providers and colleges regarding Key Stage 4 to Key Stage 5 transition paperwork for students with SEND.
· Request, chase, and file weekly/regular progress reports from external providers and partner agencies.
5. Compliance, Annual Reviews & Student Documents
· [bookmark: _GoBack]Support the SENDCO in preparing for EHCP / Annual Reviews, ensuring all paperwork, multi-agency reports, and time lines remain compliant with the SEND Code of Practice.
· Assist with the creation, administration, and ongoing maintenance of Pupil Passports.
· Provide administrative support towards the Assess, Plan, Do, Review (APDR) process

6. Student Support
· To work in and out of the classrooms, supporting students, as directed by the SENDCO and Inclusion Lead.
· To develop a mentoring relationship with students identified as needing support and to devise, implement and evaluate individual student action plans
· To complete first day absence calls, identifying and actioning where additional support may be required

7. Resourcing & General Administration
· Oversee the ordering, stock checking, and distribution of SEND resources and specialised equipment.
· Undertake general administrative duties to ensure the smooth operation of the department.

Expectations
· All staff are expected to positively self-evaluate to ensure an outstanding education for our students.
· To know and engage in our school staff cultures and support each other in achieving outstanding education for our students.
· To lead in your role and engage in workforce development and professional development opportunities.
· To work collaboratively with colleagues across The Roseland Multi Academy Trust to improve Trust wide systems.
· Attend induction training; training as appropriate and training relevant to the post.
· To undertake such other duties as are commensurate with the grade of the post, as may be reasonably required by your Headteacher.

The Roseland Multi Academy Trust is committed to safeguarding and promoting the welfare of children, and expects all staff to share this commitment. Everyone who comes into contact with children and their families and carers has a role to play in safeguarding children. In order to fulfil this responsibility effectively, all staff should make sure their approach is child-centred and to have professional curiosity. This means that they should consider, at all times, what is in the best interests of the child, to act on this and share information with other multi-agency professionals.




PERSON SPECIFICATION
 
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Relevant Experience



	Practical experience of working in a busy environment.

Practical experience of ICT, email and other office electronic applications ie Google. 

Ability to communicate effectively with internal and external bodies.
	Experience of working with young people.




	Education & Training
	A GCSE qualification (or equivalent) at a good pass level in English and maths.

	Level 3 qualifications or equivalent experience.

Training linked with the safeguarding of young people and/or SEND

	Special Knowledge & Skills


	A commitment to safeguarding and equality.

Good organisational skills and record keeping.

Ability to form and maintain appropriate professional relationships and boundaries with children and young people.

Effective oral and written communication skills.

Sound IT skills to maintain electronic information systems.
	Familiarity with the SEND Code of Practice

Experience of conducting student screenings and the Assess, Plan, Do, Review process


Understanding of the developmental, emotional, social and educational issues of children and young people.

Understanding of working with young people who require or would benefit from special educational needs support.

Experience of the school environment.

Understanding of safeguarding procedures, including the understanding of working with outside agencies to support the safeguarding and wellbeing of young people

	Any Additional Factors






	Effective communication and interpersonal skills.

Ability to build effective working relationships.

Enjoy working with young people.

Desire to continually develop professional expertise.

Ability to manage competing demands.

Necessity to remain confidential and discreet and handle sensitive data appropriately
	Experience of working in partnership with parents and professionals.
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