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CEO’s welcome 
–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 
As CEO of the Everyone Matters Schools Trust, I am passionate about making a 
difference for the young people and the community we serve but also making a 
difference for everyone who is part of the Trust team. Our aim as a Trust is to build a 
legacy of excellent education for all our children and our community.   
 
Our Trust has a clear ethos that Everyone Matters, Everyone Helps and Everyone 
Succeeds. This means we expect our community to be polite, kind and respectful, 
make sensible choices and work hard. To ensure Everyone Matters we are 
compassionate, understanding and ethical in how we operate as a school and trust. 
We understand that as a community we are an interconnected team and put simply 
we improve every day when Everyone Helps. We value the importance of hard work 
and the ability to keep going and overcome challenges as this means Everyone 
Succeeds.   
 
Schools are fantastic places because they are about making dreams a reality. I believe 
young people can achieve anything that they want but they have to underpin their 
dreams with a solid foundation of hard work, respect and honesty. As a Trust it is our 
job to prepare our schools and their staff to be able to make an impact on every young 
person so they can build themselves the brightest future full of opportunity possible.  I 
believe that the same applies to our staff we want them to be the best they can be and 
be happy, proud and fulfilled as part of our Trust community   
 
We are looking for a special kind of person who wants to be part of community, live 
our ethos and make a difference to everyone who is part of our schools and the trust. 
We believe that better people make better colleagues and we want the best people to 
work as part of our very special Trust community   

CEO 
Mr Ian Young 



 

Our schools 
–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 
The Everyone Matters Schools Trust is proud to be a collaborative partnership of four 
happy schools. Rainford High School is an 11-18 school of 1700 students with nearly 
200 staff and has been oversubscribed for the last 10 years. Rainford Brook Lodge 
Community Primary School and Billinge Chapel End Primary School are one form entry 
primary schools and are key partners in developing and ensuring great collaboration, 
transition and a high-quality educational journey from the Early years to our Sixth 
Form at Rainford. Up Holland High School are a comprehensive 11-16 school of 900 
students and 100 staff who have been oversubscribed for the last three years. We are 
confident that our collaborative partnership is already improving life opportunities for 
staff, students and our wider community  
  



 

The Trust 
–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 
 
 

 
 
 
–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 
We are a trust that is passionate about making a difference to every child and person 
in the community we serve. We work tirelessly to ensure we have great schools made 
up of great people supported by the trust to provide a great educational offer for 
every child who attends one of our schools.  
 
Our mission is to improve every person's life and their opportunities. 
 
Our trust culture is based on our humanity and the principles of compassion, 
generosity and kindness. We are proud of the trust’s ethos and vision:  
 
Everyone Matters: we strive for all our partners to be happy and successful schools 
within our trust community based on our culture of compassion, generosity and 
kindness.  
 
Everyone Helps: we work together to make great choices for our schools and our 
children to create an interconnected community of team members who do the best for 
children, staff and our community.  
 
Everyone Succeeds: we work tirelessly together to overcome the challenges we face to 
invest in our schools, so all our schools, children and team members are successful.  
–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 

  



 

–––––––––––––––––––––––––––––––––––––––––––––––––––––– 

Role Overview 
 
Senco Administrator 
 

Salary: SCP 12-17 – Actual salary £24,598-£26,683 
Hours: 37 hours per week 
Contract Type: Term Time Plus 5 days 
Reporting to: SENCO 
  
Closing Date: 15th June 2026 
Interview Date: TBC 
Required: September 2026 

 
 
JOB ROLE AND PURPOSE 
 

• To support the SENCO’s and headteachers within the Trust with the 

administrative and financial aspects of SEN and inclusion processes across the 

school’s. 

• To work with the Trusts Central Business Team 

 
RESPONSIBILITIES 
 

• To support the SENCo’s with key administrative tasks in line with the code of 
practice. 

• To work flexibly with all other members of the learning support team to ensure 
a coherent approach to ensure inclusion takes place across the school   

• Provide a typing service as necessary with accurately typed information 

• Maintain the school’s SEN records on SIMS, sharedoc’s and other systems 

• Oversee records of all pupils with SEN in the school 

• Communicate accurate information to all staff in a systematic and coherent 
manner 

• Maintain the school’s provision map 

• Provide administrative support for Education Health and care plan applications 
and reviews   

• Support organisation of termly reviews for SEN support students, 
communicating with all staff, parents and pupils involved 

• Input and retrieve information on the schools MIS systems 

• Ensure that confidentiality is observed at all times and abide by GDPR 

• Collate individual feedback for pupils on the SEN register and prepare them for 
reviews and meetings 

• Take minutes during meetings, distributing and maintaining records 

• Ensure all documentation is completed in line with the SEN code of practice 
2014 



 

• Act as the assessment and planning co-ordinator during the education, health 
and care assessment process and perform some key-working functions 

• Act as a contact for parents to offer technical advice and support with regard to 
the assessment process 

• Act as a contact for parents and professionals with regard to technical advice 
during the EHC assessment process 

• Co-ordinate professional input to EHC assessments including supporting 
organisation of multi-agency advice 

• Analyse and interpreting information provided in professional and other 
reports to identify advice to include in the Education, Health, and Care Plan 

• Write Education, Health and Care Plan applications based on evidence from 
teachers and other reports in clear, concise, and accessible language 

• Arrange and hold co-production meetings with parents/carers or young people 
and agencies involved 

• Arrange meetings with parents/carers or young people when needed 

• Operate and co-ordinate the education, health and care assessment 
procedures and processes for all those with EHC Plans 

• Liaise with relevant agencies regarding provision on the EHC plan. 

• Provide support for parents/carers or young people throughout the education, 
health, and care assessment process and while the EHCP is in place and for any 
other referrals 

• Collate and prepare documents and liaise with other schools and parents for 
the purposes of phase transition for children and young people with EHCPs or 
SEN in line with current legislation guidance 

• Collate evidence for referrals to other agencies (NDP/ CAMHS/ Community 
Paeds / OT)  

• Other duties as deemed reasonable to support SENCO 

• Be happy to work in different school sites within the trust 

• To adhere to all school policies and participate in school initiatives where every 
person is expected to contribute  
 
The job holder will undertake any other such work determines by the 
CFOO/SENCo’s as required 

 
 
Whilst every effort has been made to explain the main duties and responsibilities of 
the post, each individual task undertaken may not be identified. 
 
Employees will be expected to comply with any reasonable request from a manager to 
undertake work of a similar level that is not specified in this job description. 
 
  



 

Person specification 
–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 

                   KNOWLEDGE D E A I 

Understanding and working knowledge of the national 
curriculum 

   

Working knowledge of relevant and recent policies/codes or 
practice/legislation – Children’s and families Act 2014 and SEN 
code of practice 2014 





 









 

SKILLS AND ABILITIES E A I 

An ability to fulfil all aspects of the role with confidence through the 
medium of English 

  

Ability to maintain efficient record keeping systems   

Ability to problem solve effectively   

Ability to communicate with a range of audiences, including colleagues, 
trustees and students 

  

Ability to show sensitivity and objectivity in dealing with confidential 
issues 

  

Ability communicate effectively with children at all levels regardless of 
specific individual need. 

  

Ability to prioritise work, sometimes in a stressful environment, to meet 
deadlines 

  

Excellent written and verbal communication skills   

    

  QUALIFICATIONS E A I 

English and Maths minimum GCSE/Standard Grade    

 

                     EXPERIENCE D E A I 

Experience of undertaking a range of clerical and admin duties, 
including data input and retrieval 

   

Experience of Excel, Word, email, and databases and SIMs    

Experience of working in a school environment    

 
 

E = Essential requirement of 
the role 

A = Assessed via the 
application form 

P = Presentation 

D = Desirable requirement 
of the role 

I = Assessed at Interview T = Task 

  



 

How to apply 
–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 
The Everyone Matters Schools Trust Mission is to make a difference to every person so 
that we improve their life and opportunities. The Trust is working hard to make a 
difference to staff workloads by investing time, technology and support to make the 
Trust a great place to work. For the right candidate there will be additional 
opportunities based on potential, ability and capacity to make a difference across the 
team and the school. If you believe you are good enough and can meet the standards, 
maybe the Everyone Matters Schools Trust is for you.   
  
Benefits of working for the Everyone Matters Schools Trust  
  

• Flexible working Opportunities  
• Development opportunities within the trust  
• Long Service awards  
• Cycle to work scheme  
• Holiday buying and selling scheme (support staff)  
• Generous Annual Leave Package (support staff)  
• Access to the Employee Assist Programme  
• We look forward to receiving your application.  

   
The school is committed to safeguarding and promoting the welfare of children. To 
ensure that this is achieved we expect all employees and volunteers to share this 
commitment and staff will be recruited and selected in line with safer recruitment 
policy and practice. The successful applicant will undertake an enhance DBS check.   
  
Application forms can be downloaded from the Everyone Matters Schools Trust 
website: https://everyonemattersschoolstrust.org.uk/vacancies/ 
 
Completed application form and supporting letter should be returned to our Trust 
Business Lead, Mrs Carrie Andrews by 12pm on the 15th June @ 12pm at: 
c.andrews@rainford.org.uk. 
 
We look forward to receiving your application.  
 
  

https://everyonemattersschoolstrust.org.uk/vacancies/
mailto:c.andrews@rainford.org.uk


 

Guidance 
–––––––––––––––––––––––––––––––––––––––––––––––––––––– 
 
Application forms and letters should be typed in Calibri font and size 11.   
  
Your letter of application should outline:   
  

• Your experience   
• Your qualities  
• Any impact you have been able to show in previous roles  
• How you believe you would contribute to our team   
• Why you would want to work at Rainford High School as part of the 
Everyone Matters Schools Trust.   

  
Please include two referees one of whom must be your present or most recent 
employer. If you are an ITT student applying for their first teaching role please include 
your course tutor or equivalent and at least one school based mentor.   
  
We would recommend that application forms are submitted prior to deadline by at 
least two hours to allow for any issues that can occur with email and communication 
devices.   
  
The Trust is committed to safeguarding and promoting the welfare of children. To 
ensure that this is achieved we expect all employees and volunteers to share this 
commitment and staff will be recruited and selected in line with safer recruitment 
policy and practice. The successful applicant will undertake an enhanced DBS check.  
 
 
 
 


