
  
 
 

 
Headteacher: Miss Caitlin Macrae 

 
 

Job Description: Administrative Assistant – Learning & Development 
 
1. Title and Grade of Post: Administrative Assistant – Learning & Development 
     H grade 
     Responsible to SENCo 
 
2. General Professional Responsibilities 

To assist in the provision of administration support for the SENCO and the Learning 
Development Team in the school. It is important to note that much of this work will be of a 
confidential nature. 

 
3       Applicable Contract Terms and Duties 

This job description is to be performed in accordance with the provisions of the pay and 
conditions policy and within the duties set out in that document, so far as is relevant to the post 
holder’s title and salary grade. 

 
4. Relationships 
 

4.1 the post holder is responsible and accountable to the Headteacher; 
4.2 the post holder reports to the SENCo; 
4.3 the post holder interacts with other professional colleagues and should establish and 

maintain productive relationships with them and promote mutual understanding of our 
aim to improve the quality of teaching and learning at The Highfield School. 

 

5. Particular Responsibilities 
 
5.1  to provide confidential secretarial support to the SENCo and Deputy SENCo; maintain diary 

for SENCo and Deputy SENCo, including arranging reviews, case conference and other 
large group meetings; 

5.2 as delegated by the SENCO to inform parents, students and outside agencies of issues, to 
monitor and filter telephone calls including child protection and confidential matters, to 
ensure accurate recording of telephone contact and returning calls where necessary.  
Obtaining information for parents upon request and ensuring all messages and information 
is passed to SENCO.  As many calls may be from distressed parents ensuring sensitivity, 
often being the listening ear, and carefully ensuring discretion and passing information to 
the SENCO; 

5.3 to liaise and work with outside agencies including Multi Agency Psychology Service, 
Education Support Centres, Communication Disorder Service, Physical and Neurological 
Impairment Service, Speech and Language Service, Education Support Team for Medical 
Absence, Specific Learning Difficulties Services, Specialist Teacher for SpLD(Exam 
Access), Medical Professional and others in providing information, setting up meetings, 
returning calls, arranging for students to see professionals and taking minutes of meetings 
and circulating paperwork to relevant agencies and parents; 

5.4 to take minutes for departmental meetings, parental or outside agency meetings, then to 
circulate minutes and to follow up any actioned items; 

 



5.5 for the EHCP and Exceptional Needs Funding Reviews process; to be responsible for 
ensuring the setting up of annual reviews, liaising with the LA and admissions, raising letters 
regarding reviews. Collecting material and returns from staff, typing up relevant paperwork 
and collecting any further relevant support materials; 

5.6 for Statutory Assessment and Exceptional Needs Funding (ENF) applications; to collate, 
type and sort evidence, arrange for parents to sign upon completion, proof reading final 
reports and ensure they are circulated in a timely manner; 

5.7 assist with all administration support such as photocopying, pigeonholing, and booking 
courses for SENCo and Learning Development staff, all the filing for the Department, 
archiving, booking venues for meetings, and ordering stationery for the Department. 
Maintain budget information for the department and ensuring purchases ordered do not go 
over budget. To oversee all relevant paperwork and insurances are in place for 
departmental trips; 

5.8 to assist with the PowerUp Lexia admin; writing letters to parents informing them their child 
will be placed on the programme or has completed the programme 

5.9 to work with the SENCo in preparing materials, letters, timetable of visits for secondary 
transfer with regard to SEN provision.  Maintaining database of information obtained at SEN 
visits ready for incorporation into Person-Centred Profiles in September. Any other duties 
delegated by the SENCo; 

5.10 for the casual admissions process with regard to SEN provision arrange school tours with 
prospective parents and students and obtain SEN information from previous school as 
appropriate;  

5.11  to facilitate the access arrangement process as directed by the SENCo and write to parents 
confirming agreed allowance; 

5.12 to keep detailed records for each member of the department detailing training, personal 
and professional absence and TOIL data. Provide a copy of this data to the Assistant to 
School Business Manager at the end of each month; 

5.13 for new staff; organising induction paperwork, booking appraisal meetings with the line 
manager, SENCO or Deputy SENCo 

5.14 to provide admin support to the Key Teaching Assistants, creating and setting up templates 
and systems as required; 

5.15 overseeing the production and circulation of Person-Centred Profiles, and ensuring that 
these are updated at the start of each school year; 

5.16 to manage and update the Code of Practice register and files, ensuring all SEN clerical 
work and recording of progress is updated on SEN systems; 

5.17 to oversee the positive praise postcard system, monitoring which SEN students have 
received a card and sending them out to parents  

5.18 to make positive phone calls home to SEN parents to build good relationships  
5.19 to carry out any other reasonable duties as may from time to time be requested by the 

Headteacher. 
 

 
This job description issued on 10th January 2020 may be amended at any time by agreement, but 
in any case will be reviewed annually.  

 

We are committed to safeguarding and promoting the welfare of children and young people and expect 
all staff and volunteers to share this commitment. 


