Job Description - SEND Administrator
SEND Administrator
Full time, Permanent, Term Time Only 
30 hrs per week (0.5 hour unpaid lunch) 
Location: Nightingale Primary School, Tiger Way, London, E5 8NA
Salary: Scale 5 – Spine Point 12 – 15 - £34,359 - £35,892 – FTE
Pro-rata Salary for Term Time only:  £24,849 - £25,958 (Approximate)
Job Description
Main Purpose of the Role
To provide high-quality administrative support to the Special Educational Needs and Disabilities Coordinator (SENDCo) and wider school community, ensuring the effective and efficient operation of SEND processes at Nightingale Primary School.
Administrative Support to SENDCo
• Provide dedicated administrative support to the SENDCo, including scheduling annual reviews and managing SEND paperwork 
• Support the SENDCo with preparation and collation of paperwork relating to EHCP requests for assessment
 • Track and monitor the completion of all SEND-related documentation, ensuring deadlines are met and paperwork is accurate and up to date and sent on time to external agencies
 • Co-ordinate teachers' completion of SEND paperwork, ensuring all relevant information, such as specialist reports, is available and up to date in school file systems

Meeting Coordination and Administration
• Ensure any access requirements for parents attending meetings are met (e.g. translators)
 • Schedule, co-ordinate and attend SEND related meetings and take minutes, including Multi Agency Planning Meetings and Annual Reviews
 • Organise and schedule parent coffee mornings with external specialists, including communication to parents through the school's e-newsletter
 • Organise the papers and agenda for Governor meetings pertaining to SEND

External Agency Liaison
• Facilitate the work of external specialists including tracking attendance, booking spaces/rooms and ensuring efficient communication
 • Maintain a register of consultations and ensure timely responses are sent, collaborating closely with the SENDCo and Headteacher on the content of letters of response
Parent and Pupil Support
• Act as the first point of contact for parents with SEND concerns, signposting them as appropriate to SEND surgeries, specialist teachers or the Wellbeing and Mental Health in Schools (WAMHS) team
 • Support pupils and parents with transitions into the school and between different phases, ensuring smooth handovers and clear communication including the preparation of transition booklets

SEND Records and Data Management
• Maintain an accurate and up-to-date SEND register, regularly reviewing and updating as required. Work in collaboration with the Office Manager to ensure the MIS accurately reflects the SEND register
 • Maintain a register of SEND concern forms from teachers, communicating these to the SENDCo and ensuring good communication to the teacher of actions/timescales for response
 • Maintain and update the SEND area of the school's website ensuring accurate and up to date information is available for parents
 • Ensure the confidentiality and security of all SEND information and records in line with school policy and GDPR requirements

Support for School Business Manager and Resource Management
• Cost provision maps for SEND pupils under the supervision of the School Business Manager
 • Maintain a spreadsheet of pupils with EHCPs levels of funding presenting it to the School Business Manager once per half term
 • Complete purchase orders for SEND resources and present to the School Business Manager
 • Allocate SEND resources as required, keeping stock of equipment and replacing when broken

Trip and Transport Coordination
• Book transport for SEND pupils attending mainstream trips
 • Book SEND specific trips (for example for the ARP) including transport

General Administrative Duties
• Contribute to the wider administrative functions of the school as required


Person Specification

	
	Essential
	Desirable

	Experience and Qualifications 
	
	

	Good general level of education (Minimum GCSE or equivalent in English and Maths)

	x
	

	Degree Level Qualification
	
	x

	Evidence of further training or professional development relevant  to administrative or SEND roles

	x
	

	Experience of working in an administrative role, preferably within an educational or SEND setting

	x
	

	Experience of managing sensitive information and maintaining confidentiality

	x
	

	Skills and Knowledge 

	Excellent organisational and time management skills

	x
	

	Strong written and verbal communication skills

	x
	

	Good IT skills, including experience with Microsoft Office and school information management systems (Arbor, Medical Tracker and CPOMS)

	x
	

	Knowledge of basic financial procedures and ability to track finances accurately 
	x
	

	Knowledge and understanding of SEND processes and relevant statutory requirements 

	
	x

	Knowledge of SEND code of practice and upcoming white paper
	
	x

	Ability to prioritise tasks and meet deadlines

	x
	

	Attention to detail and accuracy in record keeping

	x
	

	Personal Qualities

	A welcoming, approachable and empathetic manner

	x
	

	Ability to remain calm and professional under pressure

	x
	

	Discreet and trustworthy, with a commitment to maintaining confidentiality

	x
	

	Flexible and adaptable, able to respond to changing priorities

	x
	

	Commitment to upholding the ethos and values of Nightingale Primary School

	x
	



Safeguarding Statement
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 committed to creating a diverse workforce. We’ll consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.















