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Vacancy

Treviglas Academy
Part of The Roseland Multi-Academy Trust
Bradley Road, Newquay, Cornwall, TR7 3JA

Tel: 01637 872076
Website: www.treviglas.net



SENDCO Administrator
				
Permanent
37 hours per week (Monday to Friday) term time (38 weeks) plus 5 additional days 
Salary paid for 44.6 weeks per year

Start date: As soon as possible

Salary Scale F 
£26,456 - £28,502 pa – reduced pro rata to £22,630 - £24,380 (actual salary)
Pay award pending
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Treviglas Academy, located in the heart of Newquay, is a vibrant school where students are supported to achieve their best both academically and personally. Set in one of the UK’s most beautiful coastal towns, our school offers an inspiring environment for dedicated professionals. We are seeking to appoint a motivated and resilient SENDCO Administrator to join our forward-thinking, collaborative team. 
In this vital operational role, you will play a key part in maintaining an inclusive and supportive environment for students with SEND.  You will efficiently coordinate EHCP processes, maintain accurate SEND records, and manage essential paperwork, serving as a reliable point of contact for staff, parents, and external specialists. Working closely with the SENDCO, families, and multi-agency partners, you will support effective communication, schedule review meetings, and help implement targeted support strategies to support the removal of barriers to learning.  We are looking for a dynamic and highly organised individual who can seamlessly manage competing daily demands to ensure our students receive the tailored support they need.
This is an exciting opportunity for the right candidate who will make a positive difference to the future of our young people.  We are proud that our recent Ofsted report has captured the ethos and culture of the school, and we would invite prospective candidates to read this report.
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What you’ll need to succeed:
· Have a passion for working with young people and making a positive impact.
· Have the ability to build trust and rapport with students from diverse backgrounds.
· Have excellent interpersonal and communication skills.
· Be flexible, collaborative and resilient.
· Be committed to high standards of achievement, behaviour and attendance.
· Have the highest ambitions for your students, the school, Trust and yourself.

What you’ll get in return:
· A unique opportunity to be a key member of staff in a forward-looking, thriving school in the beautiful heart of Newquay in Cornwall.
· A genuine family atmosphere with high expectations and standards where every student is known and valued.
· Access to high-quality Continuous Professional Development within the Multi Academy Trust and offered through OneCornwall (Teaching School Hub).
· Competitive salaries, based on skills and experience.
· School holidays.
· Discounted membership in Trust Sports Hubs (Falmouth & Newquay).
· Free parking facilities.
· Employer’s Eyecare Scheme (Specsavers).
· Employee Assistance Programme (EAP).

How to apply: Please note a completed application form needs to be submitted (CVs are not an accepted form of application). To apply, please download the support staff application form available on our website, and once completed send to rs@treviglas.cornwall.sch.uk for the attention of Mrs Rebecca Henwood.

· [bookmark: _heading=h.gjdgxs]Closing date for applications: Thursday 22nd October 2026 at 9 a.m.
· Interviews to take place: To be confirmed

Applicants are advised to apply early, as the advert may close ahead of the stated deadline

[bookmark: _heading=h.z7qvf5cjy8ta]Safeguarding Statement: 
[bookmark: _heading=h.30j0zll]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 professionals should make sure their approach is child-centred. This means that they should consider, at all times, what is in the best interests of the child.

Our Headteachers and Trustees act reasonably in making decisions about the suitability of the prospective employee based on checks and evidence, including Disclosure and Barring Service (DBS) checks, barred list checks, online searches and prohibition checks, together with references and interview information.  The level of DBS certificate required, and whether a check for any prohibition, direction, sanction, or restriction is required, will depend on the role that is being offered and duties involved. As the majority of staff will be engaging in regulated activity, an enhanced DBS certificate which includes barred list information, will be required.
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