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	PA to Assistant Headteacher: SENDCO

	Department
	SEND
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Employee Specification Form 

	Factors
	Personal Attributes
	Stage

Identified

	Qualifications
	Essential
· GCSE Maths and English Grade A*-C/9-4 or equivalent.  
Desirable

· Administrative/word processing qualification.
	Application


	Experience
	Essential

· Experience of working within a school or office setting.

· Experience of composing letters and communications.

· Experience of minute taking.
Desirable
· Experience of working with schools’-based software programmes (Arbor and CPOMS).
· Experience of working within a SEND Department within a school.

· Experience of managing diaries/calendars.

· Experience of managing face-to-face communications with young people.
	Application/
References/

Interview


	Knowledge, Abilities and Skills
	Essential
· Good working knowledge of Microsoft applications, including Outlook, Excel and Word and the ability to adapt to bespoke systems.
· Ability to communicate, establish and develop appropriate relationships with students, staff, parents/legal guardians and outside agencies/other professionals.

· Ability to work with minimal supervision and to act on your own initiative.
· An approachable, pleasant and helpful telephone/face-to-face manner.
· Ability to produce accurate work.
Desirable
· An understanding of GDPR.
· A sound working knowledge of issues relating to SEND within a school context.
	Application/
References/
Interview


	Personal Qualities, Attitude and Behaviours
	Essential
· Commitment to the safeguarding of children/young people.
· Ability to work under pressure, as part of a team and have determination to succeed.
· Commitment to self-evaluate learning needs and actively seek learning opportunities.
· Excellent communication skills.
· Desire to be involved in the wider life of the school.
· A positive outlook, well-motivated, enthusiastic and energetic. 

· Patience, resilience and a sense of humour.
	Application/
References/

Interview
 


Safeguarding requirements:

Hilbre High School are committed to safeguarding and promoting the welfare of children and young people.  This role has been assessed as working in regulated activity and is subject to an Enhanced DBS plus Children’s Barred List Check.
Any offer of employment will be subject to the receipt of a satisfactory Enhanced DBS disclosure with a child barred list check, receipt of references and successful completion of vetting procedures.  It is an offence to apply for this role if candidates are barred from engaging in Regulated Activity relevant to children.
