Job Advert
SEND Administrator Full Time (30 Hours Per Week), Permanent, Term Time Only 
Location: Nightingale Primary School, London, E5 
Salary: Scale 5 – Spine Point 12 – 15 - £34,359 - £35,892 – FTE
Pro-rata Salary for Term Time only:  £24,849 - £25,958 (Approximate)
Deadline for applications:  Friday  14/08/2026 – 3:00pm – To be emailed to Mrs. Chandrika Sashidharan -   csashidharan@nightingale.hackney.sch.uk
Are you passionate about supporting children with Special Educational Needs and Disabilities (SEND)? Nightingale Primary School is seeking an organised, proactive, and welcoming SEND Administrator to join our friendly and dedicated team.
As SEND Administrator, you will play a vital role in supporting our SENDCo and ensuring our SEND provision runs smoothly. Your responsibilities will include scheduling annual reviews, tracking SEND paperwork, co-ordinating external specialists, maintaining our SEND register, and acting as the first point of contact for parents. You will help ensure that all our pupils and families receive the support they need, particularly during key transition points.
What we’re looking for:
Excellent administrative and organisational skills
Strong communication abilities
A commitment to confidentiality and safeguarding
Experience in a school or SEND setting (desirable)
What we offer:
The opportunity to make a real difference to children and families
A supportive staff team and a welcoming school community
Ongoing professional development and training
Nightingale Primary School is committed to safeguarding and promoting the welfare of children. All appointments will be subject to a satisfactory completion of safeguarding checks. We are also committed to creating a diverse workforce and welcome applications from all qualified candidates.
Apply today to join our team and help every child achieve their potential

