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Ernest Bevin College

Job Description 

Admin Assistant SEND/Safeguarding Scale 2 £20,695
36 hours, Term Time Only + 2 weeks (41 weeks)


	Title: Admin Assistant SEND/Safeguarding
	Salary Scale: Scale 2 £20,695
36 hours, Term Time Only + 2 weeks (41 weeks)

	Supported by and reporting to:  SENCo/DSL
	Assisted By:  


	Personal and Professional Conduct 


	· Treat students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries 

· Have regard to the need to safeguard students’ well-being, in accordance with statutory provisions

· Show tolerance of and respect for the rights of others

· Uphold fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs

· Ensure that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law

· Have a proper and professional regard for the ethos, policies and practice of the college, and maintain high standards in their own attendance and punctuality

· Have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities
· Have professional regard for the ethos, policies and practice of the College in which they teach and maintain high standards in their own attendance and punctuality.

	Main Purpose of the Post
	· The post holder will provide general administration support for the SEND/Safeguarding provisions within the school. 
· The post holder will assist with the organisation, administrative support. 
· They will liaise with professionals, parents and students (where appropriate). 
· The post holder will assist with the smooth running of key office processes such as filing and general administration as required.

	Duties and Responsibilities 
	· Keep and maintain accurate SEND records within SIMs for students.

· Set up and maintain student SEND files for identified students
· Assist in providing regular SIMs report for identified students
· Typing of letters, minutes and weekly inclusion bulletin to staff.

· Maintain records for identified students and to provide teaching staff with up to date student information.

· Prepare the regular mailshots for identified students to parents.

· Assist in administrative tasks to support students with Examination Access Arrangements.

· Assist with administrative tasks for students using Assistive Technology.

· Assist the Inclusion Team with other administrative tasks (telephone calls, filing of student information, minute taking, room bookings and typing tasks) which assist the effective running of the area.
· Support the designated safeguarding lead with administration needs.
· Scheduling of all the statutory events and works with external partners.

· Any other work that is within your job grade as directed by your line manager or Principal 

	Safeguarding
	· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role

· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection

· Develop constructive relationships and communicate with other agencies and professionals


This job description does not direct the particular amount of time to be spent on carrying out the above duties and responsibilities and no part of it may be so construed. This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and may be subject to modification or amendments at any time after consultation with the post holder.
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Person Specification 

Admin Assistant SEND/Safeguarding 

Salary: Scale 2 £20,695
36 hours, Term Time Only + 2 weeks (41 weeks)



Reporting to: SENCo/ DSL
	CRITERIA
	ESSENTIAL
	DESIRABLE

	· QUALIFICATIONS
	· 5 or more GCSE’s (including English and Maths) at grade C or higher. Or the equivalent
	· Experience of working in a local authority, school or with young people



	· EXPERIENCE
	· Varied and successful administrative experience


	· Experience of working in a local authority, school or with young people

	· KNOWLEDGE AND SKILLS
	· A good working knowledge of Word, Excel and database software

· Excellent communication and numeracy skills


	· Experience of SIMS.net



	· PERSONAL QUALITIES AND CHARACTERISTICS 
	· Ability to maintain good working relationships

· Energy, enthusiasm and stamina

· Flexibility and determination

· Ability to work under pressure, meet deadlines, and establish positive

relationships with students, parents, staff and outside agencies

· Ability to stay calm when dealing with potentially difficult situations.

· Commitment to the promotion of equal opportunity

· Awareness of responsibility towards the safeguarding of students

· Commitment to the college vision, aims and ethos, its community and the college improvement plan.
	

	· SPECIFIC TO THE POST 
	· Organisational and administrative skills to manage information and record keeping

· IT skills and ability to use spreadsheet and word processing software

· Excellent interpersonal skills and the ability to work well with colleagues

· Ability to manage workload effectively, often under pressure, and to meet deadlines

· Ability to deal confidently and sensitively with students, staff and members of the public, at all levels

· Flexible and adaptable approach to work
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