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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION 
	Job Title:

	SEN Casework Assistant

	Reports to:

	Resource Manager

	Department:
	Children’s Services

	Section:

	SEN Team

	Date written:
	August 2016


Purpose of the Job

This post is an integral part of the SEN Team ensuring the efficient and timely assessment of children and young people aged 0 to 25 according to the Children and Families Act 2014 and the SEN Code of Practice 2014. This includes supporting the process of writing and reviewing Education and Health Care (EHC) plans within the framework specified by the SEN panel. This job entails:

· Providing an efficient and effective administrative service to the SEN Team, to assist in the delivery of a first-class support service to schools, families, children and young people.

· Ensuring that data required to monitor and produce reports related to statutory responsibilities is collected and maintained accurately. 

· To provide accurate and timely customer-focused information to people who contact the team.

The SEN Casework Assistants will support SEN Casework Officers with their caseloads relating to either children aged 0 to 13 or young people aged 14 to 25. 

Principal Accountabilities

1. To be the first point of contact for email and telephone calls, from school staff, internal and external agencies and families. To answer a range of queries without referring to others where initiative and judgement are required when deciding the appropriate course of action. 

2. To collate accurate information to monitor and make reports required that ensure the service complies with national and local reporting/monitoring requirements.
3. To arrange venues, prepare for and where appropriate attend and take minutes for a variety of training events and meetings involving internal and external individuals and organisations.  

4. To operate IT systems to access, input, update and retrieve data to ensure that accurate information, including that required for statutory purposes, is recorded and accessible when required.
5. To undertake more detailed system/database searches to obtain information tracking/retrieving information from different files working within procedures and using discretion to ensure appropriate confidentiality and sensitivity of information.
6. To produce correspondence, training materials and reports, minutes and presentations from a range of source material and using agreed procedures and formats, to support officers and enable efficient communication between staff, outside agencies and service users and to meet the needs of the team. To proof-read key documents and reports.
7. To set up, maintain and update service related filing systems, including team databases, operational instructions and other information. Monitor quality control of files, archive closed files in accordance with agreed standards and procedures and ensure that all data is available on request and easily retrievable.
8. To participate in staff meetings, personal training and development activities and supervision sessions as required.

9. To meet deadlines as set out in the Code of Practice on the identification and assessment of special educational needs and target deadlines set by the Head of SEN Statutory Services.
10. To undertake such other duties appropriate to the grade and character of the work as may reasonably be required.

General Accountabilities
11. To co-operate in the implementation of the council Health and Safety policy

12. In particular: as set out in section 4.7 of the Health & Safety Policy:

· To take due care of their own health and safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health and Safety Policy

13. Embrace and implement the council’s policy of inclusion and other policies related to equal opportunities.

14. Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  You will be consulted about any proposed changes.

15. The list of duties in the job description should not be regarded as exclusive or exhaustive. 
BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	SEN Casework Assistant

	Reports to:

	Resource Manager

	Department:
	Children’s Services

	Section:

	SEN Team

	Date written:
	August 2016


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Educated to a minimum of GCSE level or a comparable level of knowledge gained through experience of office and/or training administration

· Knowledge and understanding of SEN Code of Practice and implications of the legislation.
· Knowledge of the range of services provided by the Department
· Knowledge of the administrative function within a large organisation, including specific role-related bespoke databases/software.

	Experience
	· Demonstrable previous administrative/office related experience in a front line Customer Service role or education environment, dealing with member of the public and professionals on the telephone and resolving more non-routine problems.

· Experience of carrying out a wide range of administrative and clerical tasks, including word-processing, record keeping, filing, photocopying, etc.

	Skills and Abilities
	· High level communication skills in order to exchange complex information and communicate effectively both verbally and in writing

· Good listening skills and the ability to act in a friendly, tactful, sensitive, efficient and supportive manner

· Good literacy skills to undertake a variety of tasks

· High level keyboard and IT skills, e.g. to work with spreadsheets and databases, web authoring input/update and correspondence using word processing applications.

· Good numerical skills to administer financial systems and processes.
· Proven analytical skills, e.g. when collecting and collating data/information, using set systems and consistent with statutory requirements, policies and procedures.
· Able to prioritise and coordinate several related tasks or activities which may be ongoing
· Able to work accurately and with attention to detail.

· Able to deal with some complex queries and know when to refer to more experienced/senior staff.
· Ability to work in a confidential environment.

	Health and Safety
	· Commitment to acquiring awareness and knowledge of Health and Safety policy and practice as it applies in their area of work

· Ability to co-operate and adhere to Health and Safety Policy, practices and instructions

	Equalities
	· Awareness of, and commitment, to the Council’s Equalities Policy and be able to carry out duties in accordance with that policy

	Other Requirements
	· A flexible approach and a willingness to adapt to change

· Ability to occasionally work outside normal office hours with notice
· Evidence of a commitment to continuing personal development.

· Commitment to providing an efficient, effective and professional service.

· Commitment to team working.

· Recognition that the working environment can be stressful at times and be able to deal with each situation in an appropriate manner.


SEN Casework Assistant

