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Job description 
 
	Details of the job 
	

	Post title: 
	Service Manager - Education Health and Care Service 

	Salary grade: 
	SM1 

	Hours: 
	37 

	Location: 
	John Dryden Centre 

	Reports to: 
	SEN and Disability Manager 

	Service area: 
	Learning, Skills and Education 


 
 
Overall purpose of the post 
 
1. To champion the needs and rights of children with SEN and disability and those with complex needs to ensure they receive their educational entitlement 
 
2. To lead, manage and direct a service that focuses on excellence and sets out clear and ambitious priorities re the  educational attainment, achievement and progress of children with SEN and disability 
	3. 	 
To ensure that, through provision of a range of interventions and services, children with SEN and disability and young people achieve educationally to the best of their abilities and aptitudes 
 
4. To develop, implement and evaluate systems and processes to track and monitor the attainment and progress of children with SEN and disability 
 
        
Principal responsibilities 
 	 
1. Lead, manage and direct a staff team within the service supervising, performance managing and appraising staff to deliver the corporate priority to improve the attainment and achievement of children with SEN and disability and young people 
 
2. Contribute to the development of policy and strategy to improve educational attainment and achievement of all vulnerable learners promoting ambitious and aspirational targets  
 
3. Maintain an accurate record of the distribution and educational progress of all children with SEN and disability  in the authority, (including those placed outside the out of the county or a non local authority school), ensuring  there is rigorous tracking, monitoring and evaluation of their progress by schools  
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4. Report to senior officers and members as appropriate on progress, achievement and attainment of children with SEN and disability. 
 
5. Ensure that head teachers, governors and designated teachers (schools) know which children have SEN and disabilities and make sure that there is a plan to improve their overall achievement 
6. Work with relevant professionals to ensure provision maps are of a high quality, subject to  rigorous monitoring and evaluation, supported by appropriate resources  
7. Work with all statutory agencies and the voluntary sector to ensure the Local Offer is accessible and relevant. 
8. Ensure that parents and children play a fundamental part in all service  development. 
9. Work with a range of partners and schools to ensure that measures are taken across the authority to promote outcomes for children with SEN and disabilities  which in turn will deliver improved progress, attainment, achievement and overall life chances 
10. Ensure that all professionals give full consideration to the educational needs of children with SEN and disabilities particularly during specific transitions between Key Stages 
11. Manage the budget to deliver agreed priorities and in accordance with corporate financial protocols, promoting a culture of financial stewardship and ensuring that all staff are fully aware of the financial impact of decisions or actions they take 
12. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs. 
13. Ensure that reasonable care is taken at all times for the health, safety and welfare and to comply with the policies and procedures relating to health and safety within the department. 
14. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post. 
 
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder. 
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PERSON SPECIFICATION 
 
	Post Title:  
	Service Manager -  Education Health and Care Service 

	Grade 
	SM1 

	Service Area: 
 
	Learning, Skills and Education 


 
	ATTRIBUTES 
	ESSENTIAL CRITERIA 
	DESIRABLE CRITERIA 

	Education and 
Qualifications 
 
	Degree or equivalent 
 
Satisfactory clearance of an enhanced criminal records bureau disclosure.  
 
 
 
	Management qualification or evidence of formal management training. 

	Experience and 
Knowledge 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	Extensive management experience 
in schools or LA 
 
Experience of coordinating human & other resources, including budgets, to achieve key service delivery of objectives and performance targets. 
. 
Experience of working with SEN and disabled children to ensure they achieve their full potential. 
 
Substantial experience of working with main grade and senior professionals/partners across a wide range of agencies, including schools, social care services and health services to plan, develop and deliver effective services. 
 
In depth knowledge of relevant social care and education legislation and regulations, including relevant Performance Indicators. 
 
 In depth knowledge of relevant social care and education legislation and regulations, including relevant performance indicators, statutory regulation and inspection and safeguarding. 
	Experience of working in an environment subject to regular inspections 
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Experience of leading, developing 
and performance managing staff 
 
Understanding of effective teaching and learning. 
 
Experience of strategic planning, monitoring and evaluation
	


 
 


	ATTRIBUTES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	ESSENTIAL CRITERIA 
	DESIRABLE CRITERIA 



	Ability and Skills 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	High level of oral and written communication skills and experience of presenting information in a variety of forms, including written reports and presentations to a range of audiences. 
 
Organisational skills sufficient to plan effectively and ensure targets are met. 
 
Ability to work as part of a strategic team. 
 
Ability to manage change in a political environment, including having the ability to deal effectively with elected members. 
 
Ability to manage, motivate, retain and develop staff appropriately, including managing performance. 
 
 
Must have a commitment to vulnerable learners and be able to champion and advocate on their behalf 
 
Must be self-motivated and able to prioritise a demanding workload working effectively and competently under pressure. 
 
Competency in the use of ICT 
	 

	Equal Opportunities 
 
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and 
welfare needs 
 
Must be able to recognise discrimination in its many forms and be willing to put the Council’s Equality policies into practice. 
 
Must have an understanding of children with SEN and disabilities and the reasons why they may underachieve. 
 
Experience of delivering services sensitive to diverse multi-racial/multi 
– ethnic communities 
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