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SENDIASS Manager Job Description

	Job Title:

	SENDIASS Manager

	Grade:
	Hourly rate £16.25- £17.51, equivalent to NJC Scale Point 27-30

	Responsible to:
	Services Director

	Hours of work:
	28 hours per week

	Annual leave:
	25 days pro rata

	Location
	Brighton & Hove and East Sussex, based in Brighton office

	Contract
	Fixed term to end August 2022


Main Purpose of the Job

To promote positive outcomes for children and young people with SEND and their parent carers by managing the provision of a high quality and impartial special educational needs and disability information, advice and support service (SENDIASS) to parents, children and young people, in line with the Children and Families Act 2014 and the national minimum standards for SENDIAS services. 
	
	Strategic development and service management

	1
	To manage the delivery of the SENDIAS service for parent carers and children and young people, ensuring an empathetic, effective and professional service to users across East Sussex and Brighton & Hove

	2
	To plan service development, working within and contributing to Amaze’s overall strategic plan, with a focus on complying with IAS national minimum standards, the requirements of funders and the views of users and stakeholders so far as funding allows

	3
	To ensure SENDIASS maintains good practice that upholds key principles around impartiality, accessibility, co-production and a person-centred approach that builds resilience and empowers users

	4
	To oversee the quality of advice and information SENDIASS provides, monitoring staff performance, case records and user feedback, and pursuing improvements

	5
	To ensure SENDIASS work is accurately recorded, that output, outcome and demographic data is collected, and feedback sought from users, working with Amaze’s data lead to ensure the service can report on its work

	6
	To report to the SENDIASS steering groups, to funders and to the Amaze trustees on the performance and development of SENDIASS, working together with the Services Director and CEO

	7
	To maintain and build relationships with key partners (LAs, CCGs, education, social care and health services, voluntary sector organisations, parent groups etc) to promote positive partnership working

	8
	To collate information from SENDIASS work about the experience of SEND provision and processes by children, young people and parent carers, and share this to influence local and national practice 

	9
	To work closely with B&H PaCC and ESPCF to ensure SENDIASS and the parent carer forum in each area work in a complementary way, to maximise the impact of families’ experience on services and strategy in each area

	10
	To represent SENDIASS, and when appropriate Amaze, at meetings, events and strategic groups

	11
	To manage and monitor how the service complies with responsibilities in the areas of safeguarding, equalities, data protection and health and safety, in liaison with other Amaze managers e.g. the safeguarding lead


	
	Staff and resource management

	1.
	To build and lead a strong and motivated team to deliver a service that matches Amaze’s values and IAS Minimum Standards

	2
	To line manage SENDIASS staff, ensuring all staff receive regular supervision and support to carry out their role and that HR good practice and procedure is followed, including recognising and valuing diversity in the staff and volunteer team

	3
	To ensure the service’s processes, records and systems enable effective monitoring and review of customer service, delivery of contractual requirements, management of budgets, team performance, and that any changes are appropriately communicated and implemented in line with needs of stakeholders

	4
	To coordinate a staffing rota that covers the range of SENDIASS delivery i.e. helpline, casework and outreach activity

	5
	To allocate and prioritise casework, with a tiered approach that reflects demand, capacity and a focus on families in greatest need

	6
	To oversee the use of volunteers by SENDIASS, ensuring that volunteers are recruited, trained and supported appropriately 

	7
	To ensure the SENDIASS team holds the knowledge and skills required to offer an expert and impartial service, promoting individual and team training and development

	8
	To take responsibility for the equipment and resources needed to provide the SENDIAS service

	9
	To contribute to Amaze’s wider information resources (website, factsheets, videos, newsletter etc), liaising with Amaze comms staff to ensure that these cover the topics required to fulfil the role of SENDIASS, are up to date and accessible for SENDIASS users, and include promotional material for SENDIASS

	10
	To have delegated authority for the use of the SENDIASS budget, working with Amaze’s senior leadership team to plan and manage to make best use of the available funding

	11
	To liaise with other Amaze staff to ensure effective internal referrals into and out of SENDIASS, and that SENDIASS contributes to Amaze’s overall work supporting disabled children and young people and their families


	
	General Responsibilities 

	1
	To work within the framework of all Amaze policies and procedures, upholding Amaze’s values

	2
	To develop and maintain relevant expertise and knowledge i.e. on disability, SEN, parenting, families of disabled children, local services, the local and national policy framework

	3
	To complete specialist or nationally co-ordinated and accredited training as required for SENDIAS services

	4
	To be self-servicing with use of appropriate IT

	5
	To attend team meetings, managers meetings, supervision and training as agreed with your manager

	6
	To carry out other duties appropriate to the role of SENDIASS Manager, as required


Person specification

Experience

Experience of coordinating a service or activity, including maintaining quality standards 
Experience of managing staff and volunteers, including managing staff performance and

supervision/appraisals.
Experience of recording, monitoring, analysing and contributing to reporting on services

Experience of partnership working and building excellent working relationships with a wide range of other professionals/organisations

Experience of managing a responsive service in a busy environment, and promoting good and safe practice
Experience of working with families and/or children and young people with special educational needs or disabilities

Experience of working with a broad range of people – including families, parents and children or young people from diverse backgrounds
Experience of delivering an information, advice or support service
Skills and knowledge

Wide ranging knowledge/understanding of law, policy and practice related to SEND, health, social care, personal budgets and preparing for adulthood, ideally with knowledge of relevant local and national services

Ability to embrace and effectively manage change, to implement new models of working and lead a team to effect positive change

Ability to manage conflict sensitively and confidently and to negotiate and mediate
Excellent written and verbal communication skills, including listening skills
Strong people management skills, to lead, motivate, inspire and support staff,
to encourage team spirit and promote staff development
Well-developed organisation skills, able to plan, prioritise and delegate
An understanding of (and empathy with) the issues facing children and young people with SEND and their families and a passion and desire to improve services for children and young people
Ability to assess, analyse and problem solve independently

Good IT skills and a commitment to technology-based solutions to service delivery
Willingness and ability to travel across Sussex e.g. to attend events
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