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Person Specification




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



	
	
	
	Essential


	Desirable

	Education & Qualifications


	Educated to degree level or equivalent
	
	Application form & certificates
	Application form & certificates

	Experience


	· Recent experience of using person centred approaches to work with children, young people and their families

· Substantial experience of working within the framework of SEND legislation and associated regulation and guidance

· Demonstrable experience of delivering high quality service, working to statutory requirements

· Supervising staff, delegating tasks appropriately and quality assuring their work
· Developing & implementing office systems within a programme of continuous improvement
· Using computer packages for word processing, spreadsheets, databases and researching information.

· Preparing and delivering presentations to a range of audiences.
	Working in partnership with schools and associated services and agencies

	Application form & interview
	Application form & interview

	Skills & Abilities


	· Able to work well with, and relate to, all sections of the community
· Able to supervise & motivate staff
· Flexibility and responsiveness to deal with conflict & change
· Able to work under pressure
· Able to work within the political environment of Local Government
· Highly developed written and verbal skills
· 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 delegate tasks and check the work of others.
	Not applicable
	Application form & interview
	Application form & interview

	Knowledge


	· Secure working knowledge of Word, Excel & Powerpoint computer packages
· Comprehensive and detailed knowledge of legislation, guidance, policy & procedure in relation to special educational needs and disability.
· Sound knowledge of educational attainment and progress measures
· Social Care knowledge 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.
[image: image2.jpg]many players... one team
www.oldham.gov.uk





