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		Person Specification: SEN Assistant

	
	Essential
	Desirable

	Qualifications/CPD
	· GCSEs (or equivalent) in English and Maths 

	Experience in administrative work, ideally within an educational setting

	Experience
	· Experience supporting SEND processes or working with EHCPs 

	· Previous experience in a school environment 
· Knowledge of statutory SEND requirements and compliance

	Skills/Knowledge and Understanding
	· Excellent organisational and time-management skills 
· Strong attention to detail and accuracy 
· Ability to manage multiple tasks and meet deadlines 
	· Understanding of GDPR and data protection principles
· Proficient in Microsoft Office and confident using school systems

	Personal attributes
	· Discreet and professional when handling sensitive information 
· Strong communication skills with staff, parents, and external agencies 
· Ability to work independently and use initiative 
· Flexible and adaptable to changing priorities
	· Experience of Team Around Family meetings and the importance of clear and consistent communication between agencies
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