
BRITANNIA PRIMARY SCHOOL AND NURSERY

JOB DESCRIPTION
	

Post: 			SEN Administrative Assistant & Attendance Officer 

Salary:		Grade 3 – Point 4-6

Responsible to:	SENCo / Principal

Main Purpose of the Role
To work under the direction of the Principal, SENCO and Designated Safeguarding Lead (DSL) to provide efficient and effective administrative support to the SENCO and Special Educational Needs (SEN) department, ensuring accurate record-keeping, timely communication with staff, parents and external agencies, and compliance with statutory requirements relating to pupils with Special Educational Needs and Disabilities (SEND).

Key Responsibilities
Attendance and Inclusion
· Work alongside the Attendance Team to monitor, track and improve pupil attendance and punctuality.
· Identify and address barriers affecting attendance through early intervention and targeted support plans.
· Conduct meetings and home visits with families where attendance concerns have been identified.
· Support the development and implementation of attendance improvement strategies.
· Work collaboratively with parents, school staff and external agencies to secure improved attendance outcomes.
· Maintain accurate attendance records and documentation.
· Process Fixed Penalty Notice (FPN) paperwork and contribute to statutory attendance procedures where required.
· Support admissions, transfers, leavers and Children Missing Education (CME) processes and ensure the effective transfer of pupil information.

Pupil Support and Welfare
· Provide direct support to pupils where required, helping them to access learning and engage positively with school life. 
· Support the school's ARC (Additional Resource Centre) and wider inclusion provision as directed by the SENCO, Principal or DSL. 
· Build positive and supportive relationships with pupils, particularly those with SEND, attendance concerns, emotional needs or vulnerabilities. 
· Provide pastoral support to pupils who may be distressed, anxious or reluctant to attend school, helping them to settle safely into the school day. 
· Undertake pupil welfare check-ins and provide appropriate support, referring concerns to the SENCO, DSL or other appropriate staff as necessary. 
· Work with individual pupils to complete questionnaires, assessments, pupil voice activities and other forms or documentation, ensuring their views are accurately recorded. 
· Support pupils in expressing their views, wishes and feelings as part of SEND reviews, attendance interventions, safeguarding processes and wider school support plans. 
· Contribute to the development and implementation of strategies that promote emotional wellbeing, inclusion and engagement in school. 
· Maintain accurate records of pupil support provided and ensure that relevant information is shared appropriately with school staff. 


Administrative Support
· Provide comprehensive administrative support to the SENCO and wider SEND team.
· Maintain accurate and confidential SEN records, both electronic and paper based.
· Update and manage SEND information on the school's Management Information System (MIS).
· Prepare, distribute and file documentation relating to SEND provision.
· Organise and maintain pupil SEND files in line with GDPR requirements.


Meetings and Communication
· Help arrange Annual Reviews, review meetings and other SEND-related meetings.
· Send invitations to parents/carers, staff and external agencies.
· Act as a point of contact for parents, carers and outside agencies regarding SEND administration.
· Liaise professionally with external professionals, including Educational Psychologists, Speech and Language Therapists, Occupational Therapists and Local Authority representatives.


Record Keeping and Compliance
· Maintain records of Education, Health and Care Plans (EHCPs) and ensure reviews are completed within statutory timescales.
· Track and monitor SEND paperwork, assessments and reports.
· Ensure documentation is stored securely and confidentiality is maintained at all times.
· Assist with data collection and reporting for SEND provision and outcomes.

Safeguarding Support
· Support the Designated Safeguarding Lead (DSL) in the effective management of safeguarding and child protection concerns.
· Monitor and triage safeguarding concerns logged on the school's online safeguarding system, assessing and responding appropriately to low-level welfare concerns within the scope of the role.
· Undertake initial fact-finding and follow-up actions where appropriate, ensuring accurate and timely recording of all actions and outcomes.
· Escalate child protection concerns, high-risk cases, or any matters requiring further intervention to the DSL or Deputy DSL without delay.
· Maintain confidentiality at all times and ensure compliance with statutory safeguarding guidance, school policies, and data protection requirements.
· Contribute to safeguarding meetings and provide updates regarding attendance, welfare, and family support concerns as required.
· Identify and respond to emerging safeguarding concerns through attendance monitoring, pupil welfare checks, and liaison with families, ensuring that concerns are recorded and escalated appropriately.
· Work closely with the DSL to support vulnerable pupils, including those with SEND, persistent absentees, and pupils requiring additional pastoral support.


Financial Administration
· Support the SENCO with SEND budget administration as required.
· Raise purchase orders and process invoices relating to SEND resources and services.
· Maintain records of SEND resources and equipment.


General Duties
· Support the coordination and organisation of SEND events, training and workshops.
· Help produce letters, reports, newsletters and other correspondence as required.
· Assist with the preparation of documentation for inspections, audits or Local Authority reviews.
· Undertake any other reasonable duties commensurate with the grade of the post.


The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment the context of the job, skills and grade.


The duties and responsibility of any post may change from time to time, and post holders may be expected to carry out other work not explicitly mentioned above which is considered to be appropriate the exiting level of responsibility vested in the post.


Signed ____________________       Principal            Date ____________



Signed ____________________	      Postholder        Date ____________


























Personal Specification

Post: SEN Administrative Assistant & Attendance Officer
Grade: 3 (Points 3-6)

Qualifications and Training
Essential
· GCSE Grade C/4 or above (or equivalent) in English and Mathematics.
· Good standard of literacy and numeracy.
· Willingness to undertake training relevant to SEND, attendance, safeguarding and school administration.
Desirable
· Relevant administrative or educational qualification.
· Training in safeguarding, attendance or SEND administration.
· First Aid qualification.
· Experience of working directly with children and young people in a school, educational or childcare setting.
· Experience of supporting pupils with SEND, social, emotional and mental health needs (SEMH), or attendance difficulties.
· Experience of providing pastoral support or pupil wellbeing interventions.


Experience
Essential
· Experience of working in an administrative role.
· Experience of maintaining accurate records and managing confidential information.
· Experience of using IT systems, databases and Microsoft Office applications.
· Experience of working effectively as part of a team.
· Experience of communicating with a wide range of people, both verbally and in writing.
Desirable
· Experience of working in a school or educational setting.
· Experience of attendance monitoring and administration.
· Experience of SEND administration and record keeping.
· Experience of arranging meetings and liaising with external professionals and agencies.
· Experience of using school management systems such as Arbor, CPOMS or similar.

Knowledge and Understanding
Essential
· Understanding of the importance of confidentiality and data protection.
· Understanding of safeguarding and child protection responsibilities within a school environment.
· Knowledge of effective administrative systems and procedures.
· Understanding of the importance of good attendance and punctuality in supporting educational achievement.
· Awareness of the role of SEND provision in supporting pupils' learning and wellbeing.
Desirable
· Knowledge of SEND legislation and the SEND Code of Practice.
· Understanding of Education, Health and Care Plans (EHCPs) and Annual Review processes.
· Knowledge of school attendance procedures and statutory requirements.
· Understanding of Children Missing Education (CME) procedures.
· Awareness of multi-agency working and support services available to children and families.

Skills and Abilities
Essential
· Excellent administrative and organisational skills.
· Strong attention to detail and accuracy.
· Ability to manage and prioritise a varied workload effectively.
· Ability to maintain accurate records and produce reports.
· Good written and verbal communication skills.
· Ability to build positive and professional relationships with pupils, parents, staff and external agencies.
· Ability to handle sensitive information with discretion and professionalism.
· Competent ICT skills, including Microsoft Word, Excel, Outlook and database systems.
· Ability to work independently and use initiative whilst recognising when support or escalation is required.
· Ability to monitor and triage safeguarding concerns appropriately, maintaining accurate records and escalating concerns promptly to the DSL.
· Ability to deal sensitively and professionally with families regarding attendance, SEND and welfare matters.
· Ability to build positive, trusting and professional relationships with children and young people.
· Ability to support pupils sensitively when they are experiencing emotional distress, anxiety or difficulties attending school.
· Ability to communicate effectively with children of different ages and abilities and support them to share their views and wishes.
· Ability to remain calm and reassuring when managing challenging or emotionally sensitive situations.
Desirable
· Ability to analyse attendance and SEND data and identify emerging concerns.
· Experience of preparing statutory documentation and reports.
· Confidence in conducting meetings and supporting home visits alongside colleagues.

Personal Qualities
Essential
· Friendly, approachable and professional manner.
· Commitment to safeguarding and promoting the welfare of children and young people.
· Calm, resilient and able to work effectively under pressure.
· Highly organised and reliable.
· Positive and solution-focused approach.
· Ability to maintain confidentiality and professional boundaries at all times.
· Commitment to equality, diversity and inclusion.
· Flexible and adaptable in response to the needs of the school.
· Commitment to supporting pupils and families to achieve positive outcomes.
· Empathetic, caring and patient approach when working with children and families.
· Genuine commitment to supporting pupil wellbeing, inclusion and positive school attendance.
· Ability to remain calm, resilient and emotionally supportive in challenging situations.
Desirable
· Interest in SEND, inclusion and pupil welfare.
· Commitment to continuous professional development.

Other Requirements
Essential
· Willingness to undertake home visits where appropriate and in line with school procedures.
· Willingness to attend relevant training, meetings and professional development activities.
· Satisfactory Enhanced DBS clearance and all safeguarding checks required for working with children.

