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	Role Structure
	Role Details 

	Directorate:
	Community Wellbeing

	Grade:
	HC 07

	Location:
	Herefordshire

	Responsible to:
	SENDIASS Operational Manager 


Job Description
Job Role: SENDIASS Advisor 
Herefordshire SENDIASS
	


Main purpose of the role
Main Purpose: To provide a high-quality point of contact and direct support to parents/carers of children who may have Special Educational Needs (SEN) and/or a disability together with children and young people aged 0 – 25 as individuals who may have special educational needs and/or a disability.  To support them to make informed decisions and resolve disagreements about their child's/their own education, social care and health issues.	
Undertake additional duties and responsibilities supporting the SENDIASS Operational Manager in the development of the service.


	Key Duties and Responsibilities

	Frequency of Task

	
· Providing support and guidance to children, young people and families with SEND by removing barriers in order to promote effective participation in education, health and social care. Offer support to service users to enable them to participate confidently, effectively and in an informed way in decision-making.   

	· Daily 

	· To support the Operational Manager of SEND Information, Advice and Support in all aspects of SEND Information, Advice and Support Service work.

	· Daily

	· Providing up to date impartial and at arm’s length, information, advice and support for children and young people and their families about SEN legislation, local procedures and processes, via the telephone helpline and/or in face-to-face meetings.

	· Daily

	· Providing a forum for disagreement resolution using a solution focused approach when difficulties arise about their child’s education, health or social care with relevant agencies such as schools, local authority and the ICB etc
	· Daily

	· Understanding and applying Government legislation in relation to Education, Health and Social Care (e.g.  The SEN and Disability Code of Practice 0 – 25 years January 2015, The Equalities Act 2010, Exclusion Guidance, The Children and Families Act 2014). 

	· Daily

	· Facilitate children and young people and their families to express their views, wishes and feelings in the decision making processes that effect their lives by either enabling them to represent themselves or by speaking on their behalf or both; 

	· Daily

	· To represent and promote the voice of children and young people/families with SEND in a range of contexts to make sure their voice is heard.

	· Daily

	· Manage individual workload prioritising as appropriate, ensuring urgent and important tasks are completed within required timescales and be proactive in the identification of workload issues that affect the service.

	· Daily

	· To promote equal opportunities actively and confront discrimination when it occurs.

	· Daily

	· To provide progress reports and case studies, including annual report requirements and meet with professionals as appropriate.

	· Monthly

	· To maintain records that demonstrate good practice and evidence that SENDIASS is meeting its duties appropriately with regard to consulting with young people and ensuring their views are taken into account in design and delivery of service.

	· Daily

	· Helping families with preparing for meetings, understanding school-based stages, statutory assessments, options available for special educational needs, and rights and responsibilities regarding the SEN Code of Practice. 

	· Daily

	· Maintaining links and helping to develop positive relationships with service users

	· Daily

	· To work in partnership with service users and professionals adhering to the principles of equality of opportunity and inclusion.  

	· Daily

	· To work in a conciliatory way providing good quality information and strong communication links to reduce possible sources of misunderstanding or conflict between the LA, schools, and service user groups and when necessary to promote and provide access for service users to resolve disagreements via the correct channels.

	· Daily

	· To assist service users in preparing for and, when required, supporting them at SEN Tribunal (SENDIST) hearings. 

	· Daily

	· To prepare reports and accurately maintain client information and casework records including computerised records for administrative and statistical purposes.  

	· Daily

	· Be accountable for their work and should ensure that work output is of the highest quality. 

	· Daily

	· To keep abreast of education legislation and policy relating to SEN and Disability Discrimination and ensure information is cascaded within the team. 

	· Daily

	· To facilitate and support the involvement of service users in informing the development of local policy and practice e.g., Parent Consultation.

	· Daily

	· To assist in the development, facilitation, and delivery of workshops/training programmes on topics relevant for service users, the voluntary and statutory agencies, and schools.

	· Monthly

	· Promote activities in line with service guidelines on impartiality and reflecting its “arm’s length” status and maintain a sensitive approach to client care, always ensuring the maintenance of confidentiality.

	· Daily

	· Attending and contributing to relevant meetings and working groups, both inside the company and within the wider network

	· Daily

	· To enhance own performance, working constructively with the line manager to identify personal strengths and agreeing action in relation to personal development needs. 

	· Daily

	· To work with schools, voluntary and statutory agencies, and education services through staff development activities, to review and improve the quality of their work with service users who have additional needs. 

	· Daily

	· To identify local resources available to meet the needs of CYP with SEND.
	· Daily
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Person Specification


	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	Educated to degree level or equivalent professional qualification, NVQ level  4

	Essential
	A

	Be willing to attend legal training (IPSEA Levels 1,2 and 3) 

	Essential
	I

	Experience of successfully providing information, advice and support about sensitive and confidential issues.

	Essential
	A

	Experience of working directly with families, children and young people with special educational needs and/or disabilities.

	Essential
	A

	Experience of working in an educational, local government, voluntary organisation or other field relevant to special educational needs, health or social care

	Essential
	A

	Experience of conflict management including mediation and tribunal appeals.

	Essential
	A

	Experience of working across and with a wide range of partners and agencies

	Essential
	A

	Experience of designing, delivering and evaluating training for a variety of audiences.

	Essential
	A

	Experience in the preparation and presentation of reports

	Essential
	A

	IPSEA or additional qualification in Special Educational Needs.


	Desirable
	A

	An understanding of special educational needs and disability and a willingness to acquire more knowledge in this area

	Desirable
	I

	NVQ 4 in guidance, LDSS or equivalent.

	Desirable
	A

	Experience & Knowledge

	Up to date knowledge and understanding of SEN procedures and relevant legislation including the SEN and Disability Code of Practice and the Equality Act 2010.

	Essential
	A

	Ability to use Microsoft word, outlook, excel, internet and databases to a good standard.

	Essential
	A

	Experience of successful partnership working.

	Essential
	A

	Experience of working across and with a wide range of partners and agencies in the field of SEN and disability
An understanding of what constitutes excellent customer service

	Essential
	A

	Sound working knowledge and understanding of safeguarding vulnerable people.

	Essential 
	A

	An understanding of the nature and issues relating to mediation.

	Essential
	A

	Knowledge and understanding person centred approaches, equal opportunities and anti-discriminatory practice.

	Essential
	I

	Knowledge of customer relationship management

	Desirable
	A

	Knowledge of the range of information and support available to Children and young people with additional needs
	Desirable
	I

	Experience of mediation and or tribunal appeals (SENDIST)

	Desirable
	A

	Skills and Abilities

	Ability to plan and implement creative solutions for children,  young people and parent/carers with SEND, using a variety of techniques

	Essential
	I

	Ability to work effectively with senior managers to represent the wishes and feelings of CYP with SEND

	Essential
	I

	Ability to remain professional and empathetic to the needs of service users

	Essential
	I

	Strong negotiation and problem solving skills, and an ability to stay calm and
 non-judgmental. 

	Essential
	A

	Excellent written communication and verbal skills with the ability to communicate dynamically with individuals from all backgrounds, including proficiency in IT, and the ability to write detailed reports

	Essential
	A

	Effective organisational and project management skills with the ability to work to tight deadlines

	Essential
	I

	Ability to form and maintain appropriate relationships and personal boundaries with families and professionals 

	Essential
	A

	Ability to adapt communications methods and use skills appropriate to the needs of individual CYP and families

	Essential
	A & I

	Ability to negotiate and arbitrate in a variety of contexts using appropriate assertiveness and sensitivity in resolving issues

	Essential
	I

	Ability to write concise and accurate records of interactions

	Essential
	A

	Proven ability and willingness to plan, prioritise and work to deadlines and targets

	Essential
	I

	Ability to take a flexible and creative approach.

	Essential
	I

	Counselling  skills

	Desirable
	A

	Emotional resilience and an ability to stay calm and non-judgmental when working with people in a high state of anxiety and displaying challenging behaviours. 

	Essential
	A & I

	Excellent telephone communication skills

	Essential
	A & I

	Ability and confidence to use appropriate assertiveness and sensitivity in resolving issues

	Essential
	A & I




All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves. Ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures the social care staff can take.
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OUR VALUES AND BEHAVIOURS

Our values are what we represent as a council and our behaviours are how we act to get things
done to reach our potential.
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Council Council's Culture

Our values are what we represent as a council and our behaviours are how
we act to get things done here to reach our potential

PEOPLE:
Treating people fairly, with compassion,

PEOPLE FOCUS
respect and dignity

Developing and implementing processes that work for our

businesses and residents
EXCELLENCE:

Striving for excellence, and the
appropriate quality of service, care and
life in Herefordshire

PERSONAL RESPONSIBILITY
Taking personal responsibility for our
own development and for our
personal performance

FOCUS ON OUTCOMES
Focusing on what we are
achieving not where and when

we are working
OPENNESS:
Being open, transparent and
accountable. TRANSPARENT AND ACCOUNTABLE

PARTNERSHIP:

Working in partnership and with all our
diverse communities

LISTENING:
Actively listening to, understanding and
taking into account people's views and
needs

ENVIRONMENT:
Protecting and promoting our
outstanding natural environment and
heritage for the benefit of all

Our decision making is seen as transparent and shows clear
accountability

BUSTING BOUNDARIES
Working together across the
organisation to deliver the best
possible outcomes for residents

VALUING DIFFERENCE
Treating one another with respect -
recognising and valuing differences

PERFORMANCE BALANCE
Holding one another to account for
what we do and how we do it,
balancing support and challenge

FIXING THINGS
Looking to continuously improve
and making changes as a result
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