TAMESIDE MBC

Early Help, Neighbourhood and Early Years Service 

SPECIAL EDUCATIONAL NEEDS AND DISABILITY (SEND)

INFORMATION, ADVICE AND SUPPORT SERVICE (IASS)

SENDIASS
JOB DESCRIPTION

JOB DESIGNATION:
     Administrative Assistant 
SERVICE UNIT:
     Early Help, Neighbourhood and Early Years Service 

RESPONSIBLE TO:
     SENDIASS Service Manager 

JOB PURPOSE:
     To provide Administrative support to staff in SENDIASS, who give impartial    information, advice and support to children and young people who have SEND (0-25 yrs) and their parent/carers.

Main Duties and Responsibilities

1. To offer Administrative support to Support Worker staff and Manager, which include letters and other documents, filing, photocopying, faxing, distribute incoming and outgoing mail.

2. To deal with any personal or telephone enquiries related to the work of the service.
3. To prepare documents for presentation at professional meetings, parent groups and training.

4. Preparation and sending service satisfaction surveys to parent/carers and professionals.

5. To maintain the service database in relation to archived files.

6. To assist with preparation of information materials.
7. To maintain and input into various data bases.
8. To take/type minutes of meetings.
9. To assist in reviewing service resources.
10. To produce statistical data collated from surveys and referral information.
11. Developing and maintaining effective admin systems and ensuring that all computerised and manual systems are updated and maintained to the required standard.
12. To fulfil any other duties as required, ensuring the efficient running of the service, commensurate with the level of the post.   
13. To adhere to TMBC equal opportunities policy.
TAMESIDE METROPOLITAN BOROUGH COUNCIL

Early Help, Neighbourhood and Early Years Service – SENDIASS
Person Specification

POST: Administrative Assistant 

	COMPETENCIES

SKILLS/KNOWLEDGE/EDUCATION
	CATEGORY
	METHOD OF ASSESSMENT

	Education Standard/Qualifications

GCSE (or equivalent) passes at A-C including English and Mathematics
NVQ Level 3 Business Administration
	E

D
	Application Form/Certificate

Application Form/Certificate

	Skills

Microsoft Office ICT skills 

Effective communication skills

Attention to detail

Good organisation and prioritisation skills

Numeracy

Data collection

Statistical returns

Knowledge

Knowledge of services provided for Children and Young People

Role and function of SENDIASS and SEND related services
Awareness of Customer Complaints policy and related procedure

Anti-discriminatory practice

Experience

Clerical experience

Development of Administration and Information Systems

Personal Qualities

Ability to maintain confidentiality

Ability to work as part of team

Ability to use own initiative

Ability to communicate with a wide range of professionals

Ability to deal sensitively with members of the public

Ability to work flexibly 
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	Application Form/Certificate
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Application Form/Interview
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	POST
	Administrative Assistant

	RESPONSIBLE TO
	SENDIASS Service Manager


