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Job Description and Person Specification
 




SEND & AP Admissions Assistant 

	Department 
	Children’s Services

	Service 
	Sufficiency, Planning and Education Strategy

	Grade
	D

	Reports to
	SEND & AP Admissions Officer

	Responsible for 
	no staff managed



	Job Purpose

	To provide a range of efficient administrative services to ensure effective delivery of the SEND & AP Admissions function which complies with statutory duties and departmental policies / procedures. 

Make recommendations for improvements to admin systems and processes and ensure agreed business support processes are implemented and effective.

Works alongside wider Children’s Services and Norfolk’s school system to ensure casework related to the admission of children in specialist and alternative provision is cohered to broader operational requirements and processes. 


	Context 

	The SEND & AP Specialist Placements team is a county wide team located within the SEND & AP Strategy and Sufficiency Service. The service is part of the Sufficiency, Planning and Education Strategy directorate of Children’s Services. 

In addition to its core function, the role will work alongside other services within Children’s Services including SEND Operational teams, inclusion teams, commissioning, business design/change schools capital and schools funding teams, as well as leaders within schools in Norfolk in the delivery of key statutory duties in the planning, delivery and sufficiency of educational placements for children with special educational needs and disabilities (SEND).




	Accountabilities 

	Complex diary management in the arrangement of multiple complex admissions decision making forums between key local authority officers and the school system overcoming conflicts and enabling alignment with statutory deadlines. 


	Maintaining confidential records and an efficient document sharing facility which enables the effective and efficient consultation process to be enacted and which complies with regulations in the sharing of personal and sensitive child level information (i.e. GDPR). 


	Maintenance of local data sets and tracking systems which enable accurate information to be shared with schools finance colleagues to determine allocation of schools funding and which are used for wider strategic sufficiency planning. 


	Compilation and distribution of complex agendas which enable the consultation process with schools to operate effectively and efficiently.  


	Minute taking arising from admissions panels and other decision-making forums which captures complex information succinctly and reflects regulatory requirements. 


	Act as point of contact to schools, wider teams, partners, and other local authorities in the delivery of admissions activity. 


	Administrate the timely communication of admissions decisions to internal teams, schools and families.


	Check all consultations are linked to the most local specialist provision for the purposes of consultation in dialogue with schools and operational teams.


	Provide advice, guidance and support to schools, other teams and services on the delivery of the admissions function and systems. 


	Provide support to and complete delegated tasks from the SEND & AP Admissions Officers / Coordinator. 


	Assist Responsible Budget Officers in monitoring and checking of budgetary records reliant upon comprehensive understanding of the allocation of specialist placements. 


	Receive and log any incoming mail (mail and electronic), distribute or action appropriately ensuring timely follow up and response preparation.  


	Ensure excellent safeguarding practice in the service which actively promotes the safety and welfare of children, young people and vulnerable adults in line with service policy and procedure. 













Person specification

	Essential skills and abilities

Excellent communication skills, both written and verbal

Good ability in use of Microsoft Excel in maintenance of complex data and financial information. 

High levels of attention to detail and accuracy in the delivery of complex administration functions. 

Ability to work collaboratively and flexibly to deliver business functions. 

Ability to organise and prioritise own workload with minimum supervision and to meet tight deadlines. 

Ability to comply with data protection regulations and understand the importance of maintaining confidentiality. 

Able to adapt to new technology and processes. 


	Knowledge/Experience

	Essential 

General office experience

Experience of using Microsoft office and email in a working environment. 

Knowledge and use of Management information or case recording systems. 

	Desirable

Working knowledge of legislation relating to SEND including Children and Families Act 2014 and associated regulations, SEND Code of Practice and Equalities Act 2010.


	Mandatory Qualifications

Good standard of education (GCSSE Grade C or above in English and Maths) and demonstrable ICT skills. 

NVQ Level 2/3 in business administration or equivalent experience

Evidence of continuing professional development

Suitability to work with children or other vulnerable people proven by a successful Enhanced Disclosure and Barring check.




	Other Job Information 

	The post-holder will be expected to travel as part of their normal duties within Norfolk and, on some occasions, outside of Norfolk and will be responsible for their own transport arrangements to fulfil the requirements of the role.  




The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.


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 County Council and Departmental 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.



Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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