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SEND Officer 

	Person Specification 

	
	Essential
	Desirable

	Skills

	Effective organisational skills, prioritise and manage own time effectively. Ability to work under pressure, and meet deadlines.
	√
	

	Ability to communicate effectively, orally and in writing.
	√
	

	Use ICT and technology effectively.
	√
	

	Accurate meeting minute taking 
	√
	

	Experience of working in an office environment 
	
	√

	Demonstrate commitment to effective working relationships with a range of different agencies. 
	√
	

	Accuracy and attention to detail
	√
	

	To work independently as well as part of a wider team
	√
	

	Excellent people skills – adults and children/young people
	√
	

	Knowledge & Understanding

	A detailed and working knowledge of the SEND Code of Practice 2015 and relevant legislation.
	√
	

	Some experience of working within an SEN setting in schools/ college or a Local Authority.
	√
	

	An in-depth knowledge of the procedures and practices of the statutory EHCP Annual Review Process.
	√
	

	Secure knowledge and understanding of managing tasks in an administrative capacity.
	√
	

	Secure knowledge of data protection and confidentiality 
	√
	

	An understanding of empathy with the issues facing children/young people with special educational needs and disabilities and their families.
	√
	

	Qualifications/ Training

	Participate in development and training opportunities.
	√
	

	Level 2 or higher equivalent qualifications in English and Maths GCSEs at Grade C in both.  
	√
	

	Educated to A level standard or higher
	
	√

	[bookmark: _GoBack]To hold a Full Driving Licence (for at least 1 year) and be prepared to drive as part of the role. 
	√
	

	SEND Qualifications 
	
	√

	Behavioural & other Characteristics required

	Committed to continuous improvement
	√
	

	Ability to understand and observe Broomfield’s Equal Opportunities Policy.
	√
	

	To carry out all duties having regard to an employee’s responsibility under Broomfield’s Health & Safety Policies.
	√
	

	Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development.
	√
	

	Be proactive and creative in managing challenging situations.
	√
	

	Other Conditions

	Enhanced DBS Check
	√
	


Broomfield SILC is committed to safeguarding and promoting the welfare of children and we expect all staff to share this commitment.  This post is exempt from the Rehabilitation of Offenders Act 1974; pre-employment checks will be carried out, references will be sought and successful candidates will be subject to an enhanced DBS check and other relevant checks with statutory bodies.
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