JOB DESCRIPTION

	POST TITLE
	Inclusion Administrative Assistant

	
	

	Purpose: 
	To provide high-quality administrative support to the school’s inclusion team, ensuring that vulnerable and disadvantaged pupils receive effective support, monitoring and opportunities to achieve their full potential.
The postholder will coordinate and maintain accurate records, support communication between staff, families and external agencies, and contribute to the effective implementation of strategies that promote inclusion, equality, wellbeing and achievement for all pupils, including:

· Gypsy, Roma and Traveller (GRT) pupils

· Pupils with Special Educational Needs and Disabilities (SEND)

· Pupil Premium (PP) pupils

· Pupils with English as an Additional Language (EAL)

· Looked After Children (LAC) and Previously Looked After Children (PLAC)

	Reporting to :
	Inclusion Lead/Acting Deputy Headteacher

	
	

	Liaising with:
	Head of Year, Deputy Head of Year, Parents/Carers, Pupils, Tutors, Headteacher and other senior staff, teachers, support staff, SENCO and relevant non-teaching staff

	
	

	Working Time:
	37 hours per week – term time only (39 weeks)

	
	

	Salary/Grade:
	HCC Grade C

	
	

	Disclosure level:
	Enhanced

	
	

	Key Responsibilities
	

	Administration & Organisation
	· Provide effective administrative support to the Inclusion Team.

· Maintain accurate and confidential records relating to vulnerable pupil groups.

· Support the tracking and monitoring of pupil progress, attendance, interventions and provision.

· Organise meetings, prepare agendas, take minutes and maintain action records.

· Maintain inclusion databases, spreadsheets and electronic records.

· Support the preparation of reports, audits and information required by senior leaders, governors and external agencies.

· Ensure documentation is completed accurately and within agreed timescales.

· Manage confidential information in line with GDPR and school policies.

	SEND Support
	· Maintain SEND records, including support plans, reviews and provision maps.

· Support the SENDCo with administrative processes linked to assessments, referrals and annual reviews.

· Liaise with staff, parents/carers and professionals regarding SEND-related information.

· Track SEND interventions and support the monitoring of their impact.

	Pupil Premium Support
	· Co-ordinate uniform voucher scheme, orders and stock for the “Uniform’d” store, and the uniform reimbursement process.

· Act as the first point of contact for all PP-related queries via email, phone, and in-person from parents, staff, and external agencies. Manage PP-related correspondence, including parent letters and notifications.
· Administer all food voucher schemes (using “Huggg”), for Free School Meal (FSM) pupils who cannot access food in school. Manage ad-hoc financial support requests, such as food bank referrals.
· Coordinate the recording of stationery distribution and resource provision. Process PP-related financial tasks, including recording monthly Finance journals. Manage all PP-related purchasing, and financial contribution processes (e.g., trips, music lessons).

· Maintain the comprehensive Pupil Premium (PP) pupil database (spreadsheet/MIS). Execute processes to ensure pupil lists are accurate, including liaising with Data Management, checking HCC lists, and updating FSM status for starters, leavers, and census reporting.
· Support the PP Lead in other regular and ad hoc tasks and duties as required.

	GRT Inclusion
	· Maintain accurate records and support monitoring of attendance, engagement and progress of GRT pupils.

· Support positive relationships with GRT families and communities.

· Assist staff in ensuring barriers to learning are identified and addressed.

· Support inclusive practices that celebrate culture, identity and diversity.

	EAL Support
	· Maintain records of pupils with EAL needs.

· Support assessment and monitoring of language development.

· Assist with communication arrangements for pupils and families where English is an additional language.

· Support access to translated information and appropriate resources where required.

	LAC/PLAC Support
	· Maintain confidential records relating to Looked After and Previously Looked After Children.

· Support the Designated Teacher with administrative requirements.

· Coordinate meetings, reviews and communication with relevant professionals.

· Monitor key documentation, including Personal Education Plans (PEPs).

· Ensure information is shared appropriately with relevant staff.

	Family & External Agency Liaison
	· Act as a welcoming and supportive point of contact for families.

· Support communication with parents/carers and external professionals.

· Assist with arranging meetings involving pupils, families and agencies.

· Develop positive relationships that encourage inclusion and engagement.

	Safeguarding & Wellbeing
	· Understand and follow safeguarding procedures.

· Recognise and report concerns relating to pupils’ welfare.

· Maintain confidentiality and professional boundaries at all times.

· Promote equality, diversity and inclusion across the school community.

	Additional Duties:
	· To play a full part in the life of the College community, to support its distinctive mission and ethos and to encourage and ensure staff and pupils follow this example

· To continue personal development as agreed

· To engage actively in the performance review process

· Any other such duties as may reasonably be allocated by the Headteacher or Assistant Headteacher


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified

	
	

	Person Specification
	

	Essential Skills & Experience
	· Experience of working in an administrative role, preferably within an education setting.

· Excellent organisational skills and attention to detail.

· Ability to maintain accurate records and manage confidential information.

· Strong written and verbal communication skills.

· Ability to build positive relationships with pupils, families and professionals.

· Competent use of IT systems, including Microsoft Office and databases.

· Ability to prioritise workload and meet deadlines.

	Desirable Skills & Experience
	· Experience supporting vulnerable children and young people.

· Knowledge of SEND processes and inclusive practice.

· Experience working with disadvantaged pupils or families.

· Understanding of safeguarding procedures.

· Experience working with external agencies.

	Personal Qualities
	· Commitment to inclusion, equality and removing barriers to learning.

· A caring, approachable and professional manner.

· Ability to work collaboratively as part of a team.

· Discretion, resilience and reliability.

· A commitment to improving outcomes for all pupils.

	
	

	Corporate and statutory initiatives – equalities / health and safety / e-government / sustainability:
	· Maintain an awareness of the college, national and statutory policies and requirements and apply these in the workplace




Equal Opportunities Statement

The school is committed to promoting equality, diversity and inclusion. The postholder will actively contribute to creating an environment where every pupil is valued, supported and able to succeed regardless of background, need or circumstance.

