DISS HIGH SCHOOL
Person Specification
SEND & Pupil Support Administrator
	Person Specification
	
	

	Qualifications 
	Essential (x)
	Desirable (x)

	Level 2 English and Maths 
	X
	

	NVQ 4 or equivalent
	
	X

	Knowledge/Experience
	Essential (x)
	Desirable (x)

	Experience of handling large amounts of sensitive data and upholding the principles of confidentiality.
	X
	

	Experience of working and communicating effectively with relevant agencies.
	X
	

	Experience of building relationships with children and their parents, particularly the most vulnerable.
	
	X

	Experience of working in an education environment
	
	X

	An understanding of multiple IT systems and an ability to extract, manipulate and analyse data
	X
	

	Awareness of GDPR and its implications in a school environment 
	
	X

	Aptitudes/Behaviour
	Essential (x)
	Desirable (x)

	Enhanced DBS Check
	X
	

	Integrity and honesty
	X
	

	Excellent ICT/keyboard skills
	X
	

	Resilience to be able to cope with sometimes distressing situations
	X
	

	Good organisational and record keeping skills
	X
	

	Ability to work with a range of people with the aim of ensuring the safety and welfare of children.
	X
	

	Good interpersonal and communication skills with a range of stakeholders
	X
	

	Ability to work under pressure, prioritise workload and meet deadlines
	X
	

	Ability to maintain confidentiality
	X
	

	Willingness to learn new systems and procedures
	X
	






	Other job information

	Special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur

	The nature of the job will require flexibility from the job holder.  


	General information

	· The job description details the main outcomes of the job and will be updated if these outcomes change.
· All work performed/duties undertaken must be carried out in accordance with relevant School policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve.
· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.



