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Person Specification




Job Title: SEND Officer
	
	Selection criteria (Essential)
	Selection criteria (Desirable)
	How Assessed 



	
	
	
	Essential


	Desirable

	Education & Qualifications


	Sufficient literacy and numeracy to be able to undertake the tasks and duties of the role.
	Evidence of continuous professional development.
	Application form & certificates
	Application form & certificates

	Experience


	Recent experience of the delivery of policies and procedures relating to Special Educational Needs and Disability.
Experience of working within a Children’s Service, or similar.
Experience of working in partnership with parents and young people. 

Experience of working in partnership with Early years providers, schools, college and associated services and agencies.
Experience of using computer packages for word processing, spreadsheets, databases and researching information.

Experience of preparing and delivering presentations to a range of audiences. 
	Not applicable
	Application form & interview
	Application form & interview

	Skills & Abilities


	Highly developed written & oral communication skills and the ability to negotiate with people at a variety of levels.
Able to analyse complex information, solve problems and produce clear & concise reports.
Able to use initiative to respond to unexpected problems using recognised procedures & policies as a guide.

Able to complete tasks to potentially conflicting deadlines, re-prioritising own work as appropriate.

Able to work effectively as an individual and as a member of a team.
Able to manage meetings with Parents/Carers and various supporting agencies.


	Not applicable
	Application form & interview
	Application form & interview

	Knowledge


	Detailed knowledge of the legislation and associated regulation in relation to SEND.
Knowledge of the statutory duties of a Local Authority to secure special educational provision for children with an EHCP/statement.

Legislation, guidance, policy & procedure in relation to statutory assessment and the review and maintenance of EHC Plans and Statements of SEN.

Knowledge and understanding of the additional needs of vulnerable groups including Looked After Children and those with Special Educational Needs and/or Disabilities. 

Knowledge of educational attainment and progress measures.
Word, Excel & Powerpoint computer packages.
Social Care practice in respect of children and young people with SEN and Disability.

	
	Application form & interview
	Application form & interview

	Work Circumstances


	Commitment to personal & professional development
Punctuality & regular attendance
Able to visit all the council’s premises & sites 
	Not applicable
	Application form & interview
	Application form & interview


NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.
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