[image: A black and white logo

Description automatically generated]
East Durham College
Job Description

Post Title:		Learning Support and High Needs Administrator		 

Location:		Flexible working required across all College sites		

Responsible to:	Head of Learning Support		 

Attendance Requirements: 	37 hours per week	

Salary: 		£25,230-£26,034				 


Main purpose: 
The Learning Support and High Needs Administrator will provide administrative support to the Learning Support department, contributing to the effective coordination of EHCP processes, High Needs funding administration and the smooth day-to-day operation of the service. 

Working under the direction of the Head of Learning Support, the post holder will support record keeping, communication, meeting coordination and general administrative tasks to ensure learners, parents, staff and external partners are supported effectively.

Main duties:

EHCP and SEND Administration 
· Support the administration of EHCP processes, including preparation of documentation and tracking of key deadlines and reviews.
· Updating reviews on relevant local authority portals/paperwork. 
· Support the administration of High Needs funding.
· Assist with communication with Local Authorities, councils and external agencies as directed. 
· Support the organisation of annual review meetings and SEND-related meetings. 

General Departmental Administration 
· Provide general administrative support to the department, including managing correspondence and responding to emails. 
· Schedule meetings, update diaries and coordinate room bookings. 
· Take minutes, write up meeting notes and circulate actions as required. 
· Maintain accurate records, databases and filing systems. 

Data and Record Keeping 
· Ensure learner and departmental records are kept up to date and handled confidentially. 
· Support data collection and administrative processes required for funding, reviews and reporting. 
Professional Practice 
· Communicate effectively and professionally with staff, learners, parents/carers and external agencies. 
· Follow safeguarding, equality, health and safety and data protection procedures. 
· Undertake training and development as required. 
· Carry out any other duties commensurate with the salary and grade of the post. 
 
Other Duties relevant to all EDC employees
· Participate in the College Performance Appraisal Development Programme, agree an action plan and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plan and Service Standards.
· Undertake any other duties, appropriate to the grade of the post, as required from time to time.
· Comply with College Policies and Procedures and the Staff Code of Conduct.
· To take appropriate responsibility for PREVENT and safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities regarding equality and diversity. 
· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation and taking a responsibility for your own and other’s health and safety.











	Person Specification 

	
	Essential
	Desirable
	Method of assessment

	1) Qualifications/ Training
	

	1.1
	GCSE level standard education or equivalent (maths & English).
	
ü
	
	
Application form

	1.2

	
L3 qualification (in business administration or relevant field).

	
ü
	
	
Application form

	2) Experience
	

	2.1
	Experience of SEND and learning support within an FE or post-16 setting.
	ü
	
	Application Form / Interview

	2.2
	Previous administrative experience, including experience of EHCP and high needs processes.
	ü
	
	Application Form / Interview

	2.3
	Report writing experience in line with assessment and transition processes.
	ü
	
	Application Form / Interview

	2.4
	Experience of working with external agencies.
	ü
	
	Application Form / Interview

	2.5
	Experience of minute-taking.
	
	ü
	Application Form / Interview

	3) Skills and Knowledge:

	3.1
	Knowledge of the SEND Code of Practice, EHCP statutory processes and relevant legislation.

	ü
	
	Application Form / Interview

	3.2
	Understanding of the Preparing for Adulthood framework.
	ü
	
	Application Form / Interview

	3.3
	Ability to plan effectively, prioritise workload and meet deadlines and targets.
	ü
	
	Application Form / Interview

	3.4
	Strong IT skills.
	ü
	
	Application Form / Interview

	3.5
	Excellent attention to detail and ability to proofread.
	ü
	
	Application Form / Interview

	4) Attributes / Other Requirements:
	

	4.1
	Reliability / Trust / Professionalism - Ability to carry out the role with professional integrity in line with EDC values and behaviours

	ü
	
	Interview

	4.2
	Communication - Ability to communicate clearly and effectively to all levels, both verbally and in writing.

	ü
	
	Interview

	4.3
	Working individually or as a team - Ability to work independently and as part of a team under minimal supervision.

	ü
	
	Application Form / Interview

	4.4
	Driving - Full UK Driving License and / or access to a vehicle (if applicable).

	
	ü
	Application Form 
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