Job Description

Post:  				Assistant Manager of Inclusive Learning (SEND) and EAA                 
                                             Coordinator
[bookmark: _GoBack]Salary / Grade:       	£37,385 - £40,287 (£33,697 - £36,313.39 per annum)		
Responsible to:           	Inclusive Learning Manager

Working time: 	Full time, TTO +5 days

Main Purpose of the Post:
· To be the main assessor of EAA
· To oversee the co-ordination of EAA, as well as keeping up to date with JCQ guidelines.
· Deputise for the IL Manager in their absence including attending cross college meetings, groups and evening recruitment events.
· To assist the IL Manager in the identification of support needs for all students and to inform key staff as appropriate and to ensure the needs of such students are met.
· Work with curriculum staff to develop classroom and formal assessment point support strategies.
· To manage a proportion of EHCP and other SEND meetings.
· To support the development & evaluation of IL resources.

Main Duties:
1 Operational/Strategic Planning
1.1 To co-lead on all aspects of quality assurance, the setting and meeting of standards in the department’s annual self-assessment report and action plan in line with the College’s strategic planning and quality assurance procedures.
1.2 To co-line manage staff in the department, supporting colleagues to ensure excellent student experience and outcomes for all.
1.3 To co-lead the planning and strategic development of the department in support of the strategic development of the College.
1.4 To liaise with SLT on all aspects of provision in the area and to be an active and committed member of the College’s middle leadership team, engaging fully in all aspects of cross College curriculum management.

2 Training / delivering
2.1 To keep up to date with developments in current assessment & SEND practices and assistive technology;
2.2 A clear understanding of current statutory regulations in relation to the provision of HN education as set out in EHCPs and other related policies;
2.3 Confidence with public speaking, especially in delivering material in staff training sessions; 
2.4 Building strong communication links with parents/carers; external agencies, including Local Authority; school SEND staff


3 Curriculum Provision and Development
3.1	Work with curriculum staff to ensure all SEND students receive appropriate & effective support in order to meet need & make progress;
3.2	Assist the IL Manager in ensuring all HN students receive education in line with their EHCP requirements;
3.3	Liaise with external agencies to support the provision of HN students; including Local Authorities;
3.4	Represent the department in the T&L group and at cross college meetings

4 Staffing
4.1 Work with IL Manager to provide effective management of the team; 
4.2 Assist the IL Manager with appraisals and CPD for Literacy Facilitator and LSAs in order that IL practices are relevant and up to date
4.3 Work flexibly providing cover for absent colleagues when required
4.4 Participate in continual professional development and coaching and mentoring to enhance and share good practice.
4.5 Support the continual professional development of members of the team to enhance their knowledge and expertise.

5 Students
Safeguarding
5.1 Commit to safeguarding and protecting the welfare of children and young people by ensuring effective implementation of the safeguarding policy and procedures and Prevent Strategy.
Discipline 
5.2 Take responsibility for promoting good standards of behaviour and conduct in students across the department by implementing and reporting breaches of the Student Conduct, Behaviour and Entitlement policy. 
Student Involvement
5.3 Respond to student voice by adapting approaches to meet individual student needs.

5.4 Monitor and review student progress in line with the College’s student tracking systems and make appropriate interventions as and when required.  

6 Quality Assurance 
6.1 Contribute to and co-lead quality assurance processes across the department, seeking to continually improve standards.
6.2 Participate in the College’s Appraisal system, lead some meetings with the department team and also have an annual review meeting with your line manager.
6.3 Assist IL Manager in the self-assessment process, contributing to the departmental SAR and QIP



7 Equality and Diversity
7.1 Create a purposeful, positive and supportive working environment, sensitive to equality and diversity.

8 Management Information and Administration
8.1 Keep complete and accurate records of student attendance, support provided and progress.
8.2 To be competent in the use of College’s administrative software and the use of Microsoft’s various software packages including Word, Excel, PowerPoint etc. Also be familiar with other software packages including Read&Write
8.3 Ensure all data usage and storage complies with the College’s GDPR policy

9 Communications
9.1 Attend College events, briefings and meetings as part of the College’s meeting schedule.
9.2 Use the College’s systems, policies and procedures to communicate issues as necessary.
9.3 Use the College student tracking system to flag student concerns and commendations.

10 Marketing and Liaison
10.1 Contribute to the marketing and promotional activities of the College and the Department.
10.2 Participate in systems for the recruitment and induction of students.

11 Management of Resources
11.1 Contribute to IT resources especially use of data management systems and the VLE.  

12 Other
12.1 Contribute to the college mission and ethos and support the aims and objectives of the College.
12.2 Follow and comply with the College’s policies and procedures and take responsibility for the duty of care across the department in terms of Health & Safety.
12.3 Undertake any other duties of an equal nature as assigned by the Centre Principal or her designated alternate.
