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Job Description and Person Specification

SEAX

Trust

Job Title: Student Services Officer
Grade: Local Government Pay Scale 5, Points 9 - 12
Based at: The Hawthorns School

Reports to:

Behavior, Attitudes and Welfare Lead

Liaison with:

Pastoral Team, SLT, External Agencies,
Parents/Carers, Pupils

Job Purpose:

The Student Services Officer plays a key role in supporting
the operational and statutory functions of the school. This
includes managing admissions, coordinating annual reviews,
delivering targeted pupil interventions, and ensuring
compliance with Section F of the Education, Health and Care
Plan (EHCP). The role requires excellent organisational skills,
attention to detail, and a commitment to improving
outcomes for pupils with special educational needs.

Principal
Accountabilities:

ADMISSIONS

e Manage the end-to-end admissions process for new
pupils, ensuring compliance with school and local
authority policies.

e Liaise with parents/carers, local authorities and
internal teams to facilitate smooth transitions.

e Maintain accurate records and provide timely updates

to senior leadership.
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e Review all admissions paperwork with regard to
current cohort, understanding of Section F and school
resources.

e Attend admissions panels alongside the HT as
required.

e Support the AHT with admissions visits to potential

new pupils.

ANNUAL REVIEWS

e Organise and schedule annual EHCP reviews in line
with statutory timelines.

e Prepare and distribute documentation, ensuring all
stakeholders are informed and engaged.

e Record outcomes and ensure agreed actions are
implemented promptly.

e Transfer termly targets to school assessment systems.

PUPIL INTERVENTIONS

e Deliver targeted interventions to support pupils’
academic, social and emotional development.

e Monitor and evaluate the effectiveness of
interventions, reporting progress to relevant staff.

e Work collaboratively with teaching and therapy teams
to ensure consistency of approach.

COMPLIANCE WITH SECTION F of EHCP

e Ensure all provision detailed in Section F of pupils’
EHCPs is implemented effectively.

e Monitor delivery of therapies, interventions and
specialist support as outlined in EHCP’s, under the
direction of the Behaviour, Welfare and Attitudes Lead.

e Maintain accurate records and report compliance to

senior leadership
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Essential:

¢ Knowledge of SEND legislation and EHCP processes.

e Strong organisational and administrative skills.

o Excellent communication skills with parents, professionals and colleagues.

o Ability to work under pressure and meet deadlines.

o Experience of working directly with pupils in a SEND school.

o Understanding of teaching and learning and experience of delivering to
neurodiverse pupils.

Desirable:

o Familiarity with assessment systems and accreditation processes.

e Previous role as SENDCO administrator or similar role.

¢ Understanding of the legal requirements of a school to deliver Section F of the
EHCP.

e Working knowledge of the SEND Code of Practice.

The Hawthorns is committed to safeguarding and promoting the welfare of children and
young people. All staff are expected to share this commitment. The successful
applicant will be required to undergo an enhanced DBS check and provide satisfactory
references.
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