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JOB DESCRIPTION 
 
Job Title   Special Educational Needs Co-ordinator (SENCO) 
 
Reports to:  Vice Principal 
 
Liaises with: Student Services Director (SSD), Curriculum Managers, Admissions Manager, 

External organisations. Member of the Academic Management Team.  
 
Line Manages: No line management responsibility 
 
Job Purpose 
 
The post holder will play a key role in ensuring that the needs of students with SEN are met through provision 
of direct support; co-ordination of support from within and without the college; provision of support to 
classroom teachers. The post holder’s objective is to ensure that these students make good or outstanding 
progress and ensure that the College is compliant with JCQ and legislative requirements. 
 
 

Main Duties  
 

 Strategic overview of SEN throughout the College including planning, policy writing, advising, training 
and supporting other staff.  

 Meeting and liaison with parents/guardians and agents 

 Attending meetings with other outside agencies where relevant 

 Managing the transition process from the previous school to the College and the progression to the 
student’s preferred destination.  

 Lead a rigorous process for students with Educational Health Care Plans ensuring that appropriate 
information is communicated with relevant key parties in a timely and professional manner. 

 Maintain the tracking and recording of student progress using all available data and evidence  

 Manage the access arrangements for individual tests, mocks and external examinations in liaison 
with the exams team 

 Leading CPD for all staff where appropriate 

 Advise, train and support the teachers on curriculum delivery for those students with SEN 

 Promoting an atmosphere of continuing professional development and sharing of good practice with 
colleagues.  

 Developing electronic systems for essential repetitive paperwork, in order to create an administrative 
infrastructure as part of an effective communications system.  

 Providing regular information to the SMT on the evaluation of the effectiveness of provision for pupils 
with SEN, to inform decision-making and policy review.  
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Key Duties 
 

1. Maintain up to date knowledge of JCQ requirements, relevant legislation and advise SMT of any 
changes that might impact on the College 

2. Ensure that the College SEN policy meets all external legal and legislative requirements 
3. Develop training packages and resources that will support the training of staff so that they are 

able to provide well-structured and engaging teaching for students with SEN. 
4. Provide excellent communication strategies both internally and externally so that all SEN students  

feel safe and motivated to develop their skills and knowledge  
5. To use effective initial and diagnostic assessment to inform appropriate support and access 

arrangements  
6. Arrange for specialist assessments to take place in a timely manner. 
7. Work with Oxfordshire County Council to ensure that students with EHCP’s are provided with 

appropriate support, monitored and reviewed 
8. Ensure that compliance is maintained at all times by recording and tracking student data, carrying 

out assessments of needs within the JCQ framework 
9. Meet regularly with individual students to monitor progress and provide support keeping records 

of those meetings 
10. Working closely with the exams team ensure that access arrangements are in place for all SEN 

students 
11. Take part in interviews where appropriate, liaising with the admissions teams  
12. To ensure you are familiar with and comply with College policies and procedures for example 

behaviour code of conduct 
13. To ensure that you are clear about your responsibilities and accountabilities and how they align 

to College strategies 
14. To communicate effectively and liaison with the subject teaching team and the pastoral and 

welfare team 
15. To be aware of relevant national initiatives and themes in the education world, such as Anti-

Radicalisation, Equality and Diversity and Safeguarding and then implement according to College 
Policies 

16. To undertake all mandatory training for example safeguarding and staff development days 
17. To report your own absences in line with the College policy 
18.  To attend whole College meetings and other operational meetings as needed 

 

Student Experience  
 

1. To provide a high quality student experience that enables students to succeed beyond their 
expectations 

2. To actively seek out and respond to the student voice 
3. To help and engage in effective student feedback systems to inform review processes 
4. To contribute to the overall management of student expectations to achieve the highest possible 

student satisfaction. 
5. To contribute to ways of enhancing the student experience through value added 
6. To contribute to the student induction process 
7. To promote good student behaviour where they take pride in theirs and others’ studies 
8. Contribute to the wider College life, such as the induction Welcome Party, sports and social events, 

extra-curricular activities 
 

Quality Assurance and Improvement 
 

1. To contribute and respond to the robust and accurate College Self-Evaluation Form 
2. To contribute by using appropriate quantitative and qualitative data to the cross College Quality 

Improvement Plan 
3. To attend relevant professional development courses and external meetings as representative of 

the College as agreed 
4. To contribute to successful external inspections (e.g. ISI, OFSTED, UKVI)  
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Additional Duties  
 

1. The post holder will fulfil an additional role within the college; if teaching, between 10 and fifteen 

hours a week during term-time will be timetabled as agreed with the Vice Principal  

2. Actively promote and market the College and present a positive image of the College and its 

activities both within and outside the College environment 

3. To participate in student recruitment activities, such as agent familiarisation trips, prospective 
student/parent visits and Open Events as agreed 

4. To assist with responding to requests for marketing materials, such as student case studies and 
student testimonials 

5. To attend relevant professional development courses and external meetings as representative of the 
College as agreed 

6. To carry out any duties at all times in accordance with the College’s policies including Health and 
Safety, Child Protection and Safeguarding Policies 

7. Incorporate into the role the philosophy of the values and vision stated by the Oxford  
International Education Group 

8. To undertake any other responsibilities commensurate with the grade of the post, which the Principal 
or their senior management representative may from time to time require 
 

  We reserve the right to introduce changes in line with technological developments which may impact upon 
the job duties or methods of working.  


