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Post Title:   Inclusion Administrator 
Post Holder:    
Responsible to:  Assistant Headteacher - Inclusion 
Liaising with: Headteacher, Deputy Senco, LAC Lead Teacher, Deputy 

DSLs, Inclusion Team 
Working Time:  20 hours per week, Term Time Only 

(39/52 weeks worked, 44.85 weeks paid) 
    Monday – Friday 
     
Salary Grade:   Single Status 5 
 
 
General Responsibilities 
To provide full administrative support to the Assistant Headteacher for Inclusion. 
 
This post is based principally on the Arundel Site, although flexibility to work across both 
sites and vary working patterns according to the needs of the College is required. 
 
Each member of staff has a responsibility towards their own professional development and 
that of those for whom they are accountable. 
 
The specific responsibilities described below are subject to annual review by the 
Headteacher. 
 
Specific Responsibilities 
1. To co-ordinate the diary of the Assistant Headteacher for Inclusion, Deputy Senco and 

LAC lead teacher for relevant meetings.  
2. To act as a first point of contact for the Learning Support Department for staff, parents, 

TAs, students and external agencies, making appointments, answering questions and 
providing information as necessary.  

3. To coordinate parent consultation evenings to ensure parents are able to attend 
4. To undertake comprehensive administrative support and liaison for alternative provision 

programmes, including Increased Flexibility and Connexions 
5. To provide confidential administrative support and efficient management of SEND and 

Safeguarding files. 
6. To link with primary schools to ensure smooth transfer of SEND and Safeguarding 

information 
7. To maintain SEN register & SEN data on SIMS, Edulink and CPOMS circulating data as 

required  
8. To process ANPs and undertake arrangements for and administrative support of EHCPs, 

ANPs and PEP meetings 
9. To maintain Inclusion registers, LAC Register, and other relevant inclusion groups 
10. To co-ordinate Annual Reviews/Transfer reviews for the Assistant Headteacher for 

Inclusion, liaising with teachers, parents, outside agencies and CSA team.  To collate 
reports and set review dates  

11. To support and promote student access arrangements, through communicating with 
parents, staff and updating information on registers. 

12. To provide cover / additional support for / to any other member of Administrative Support 
Staff as and when required 

 
 
Other Specific Duties: 
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To play a full part in the life of the School community, to support its distinctive mission and 
ethos and to actively promote the School’s corporate policies 
To engage actively in the performance management review process 
To comply with any reasonable request from a manager to undertake work of a similar level 
that is not specified in this job description 
To be courteous to colleagues and provide a welcoming environment to visitors and 
telephone callers 
To adhere to the School dress code presenting a professional image to students, parents, 
governors and the wider community 
 
The School will endeavour to make any necessary reasonable adjustments to the job and the 
working environment to enable access to employment opportunities for disabled job 
applicants or continued employment for any employee who develops a disabling condition 
 
Whilst every effort has been made to explain the main duties and responsibilities of the post, 
each individual task undertaken may not be identified. 
 
This job description is current at the date shown, but, in consultation with you, may be 
changed by the Headteacher to reflect or anticipate changes in the job commensurate with 
the grade and job title. 
 
 
 
Headteacher:……………………………………………………….  Date: ………………………… 
 
 
 
 
Postholder:…………………………………………………………  Date:………………………… 
 



 
  
 

PERSON SPECIFICATION 
 
 

Post Title: SEN Administrator 

 
 

 Essential Criteria Desirable Criteria 
Knowledge & 
Experience 

- A basic knowledge of the work of a 
school. 

- Experience of undertaking a range 
of clerical duties. 

- Experience of, or willingness to 
learn, a range of computer 
applications including Word, Excel, 
PowerPoint & SIMS. 

- Knowledge of school safeguarding and 
SEN procedures and practices 

Skills & 
Abilities 

- Ability to work in an organised and 
methodical manner. 

- Ability to convey information clearly 
& accurately. 

- Ability to maintain efficient record 
keeping systems. 

- Ability to convey straightforward 
information, orally and in writing, to 
colleagues, pupils, parents etc. 

- Ability to take personal 
responsibility for organising day to 
day targets. 

- Ability to demonstrate confident 
keyboard skills for accurate 
computer input and retrieval. 

- Ability to work professionally as part 
of a team. 

- Ability to work in a discreet and 
sensitive manner. 

 

Personal 
Qualities 

- Ability to demonstrate commitment 
to Equal Opportunities. 

- Willingness to participate in further 
training and developmental 
opportunities offered by the school 
and county, to further knowledge. 

 

Additional 
Criteria 

-  - Previous experience of working 
within an education environment. 
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