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	Reports to:
	Senior SEN Officer
	

	Employee Supervision:
	None
	Grade:
	5
	Profile Ref:
	94532

	Purpose of the Post

	To carry out statutory duties in relation to Casework for children and young people with Special Educational Needs (SEN) on behalf of the Local Authority and provide support to the team.

	Responsibilities

	· Contribute to the analysis, reporting maintenance and collation of data relating to statutory processes within various electronic systems and manage a large volume of electronic case records. 

	· Develop and maintain partnerships with internal and external colleagues to ensure children and young people with SEN receive appropriate access to services.

	· Liaise regularly with parents/carers and young people, providing advice and support in relation to statutory processes.

	· Prioritise workload to ensure timely and accurate processing of Casework for statutory Assessment/Reassessment procedures including monitoring, pursuing, collating and distributing reports/ and information.

	· Produce high quality accurate word processed documents.

	· Liaise and collaborate with internal and external stakeholders including managers, employees and members of the public, ensuring information and communication links are maintained. 

	· Preparation for and administration of Statutory Assessment panels, according to statutory timescales, including vigorous tracking of cases, accurate minute taking and dissemination of actions which also require recording according to appropriate tracking processes.

	· Resolve issues, advise and signpost as necessary over the phone and face to face, on confidential, sensitive or emotional matters.

	· Input, check and maintain a variety of electronic and paper-based systems, ensuring information is accurate and stored appropriately. 

	· Receive, disseminate, action and distribute as appropriate, incoming post and ensure despatch of outgoing post by specified timescales.

	· Promote high quality service within a culture of continuous improvement, including contributing positively to service development activities and objectives (particularly with regard to the SEN Reforms).

	· Order goods and services via EBP procurement system in accordance with BMBC financial procedures and regulations.

	· To assist in preparation of tribunal cases.

	· Administer scanning and reprographic duties.

	· Any other duties commensurate with the grade and falling within the scope of the post as requested by management including providing cover in the absence of other SEN Assistant Case Co-ordinators.

	Education and Training
	Measure
	Rank

	· 4 GCSEs A* - C including English language and mathematics.
	A/I
	E

	· OCR II Word processing
	A/I
	E

	· European Computer Driving Licence (ECDL)
	A/I
	E

	· Customer care training
	A/I
	D

	Relevant Experience
	Measure
	Rank

	· Substantial relevant experience
	A/I
	E

	· Experience of working with multi-agency partners, parents/carers
	A/I
	E

	· Experience of developing and implementing new systems and procedures to increase efficiency
	A/I
	D

	· Experience of day to day administration in a busy office environment
	A/I
	E

	· Experience of financial systems
	A/I
	D

	General and Special Knowledge
	Measure
	Rank

	· Practical, procedural and specialist knowledge of SEN and disability issues including a working knowledge of the SEN Code of Practices (2001 and 2014).
	A/I
	D

	· In depth knowledge of Microsoft Office applications with understanding of some advanced functionality
	A/I
	E

	· Overview knowledge of the services offered to children, young people and families
	A/I
	E

	· Good working knowledge of the relevant Code of Practices and Legislation
	A/I
	E

	· Sound understanding of working with Capita One and its reporting systems
	A/I
	D

	Skills and Abilities
	Measure
	Rank

	· Ability to prioritise workload and work under pressure whilst carrying out statutory duties and deadlines.
	A/I
	E

	· To be able to input and maintain accurate and timely data whilst dealing with interruptions.
	A/I


	E



	· High level communication and interpersonal skills in dealing with members, senior managers, head teachers and other clients
	A/I
	E

	· Ability to communicate clearly, concisely and diplomatically at all levels over the telephone and face to face
	A/I
	E

	· Able to work methodically, accurately and under own initiative
	A/I
	E

	· Highly developed ICT Skills
	A/I
	E

	· An ability to deal with sensitive and confidential information
	A/I
	E

	· Excellent organisational skills
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's values and behaviours.
	A/I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E

	· Committed to improving service standards
	A/I
	E


