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Study Centre SEND Secretary 

JOB DESCRIPTION 

Full Time during Term Time  

(plus two weeks during holidays per annum by arrangement) 

Summary 

The Study Centre Secretary will report to the Head of Study Centre and SENDCo, with the 

second line manager being the Headmaster, Mr Duncan Murphy. 

The Study Centre Secretary will assist with enquiries related to Special Educational Needs and 

Disabilities (SEND) and ensure a welcoming impression to the Study Centre. They will assist 

with the overall management and day-to-day running of the Study Centre department. They 

will also process incoming telephone calls, deal with general enquiries and provide 

administrative assistance, whilst conveying a professional impression of KHS and supporting 

its effective organisation and management.  

 

School Background  

 

KHS is an independent day school for approximately 250 pupils aged up to 16 years. A move 

to co-education commenced in September 2021. Founded in 1899, the school is situated in a 

leafy suburb of Epsom within easy reach of public transport links. In 2016, the decision was 

taken by governors to extend educational provision at Kingswood House up to 16+. 

Importantly, a precedent has been set for the school to be bold and embrace change.  

 

Furthermore, the school has cultivated a special niche by having a well-resourced and 

knowledgeable Study Centre onsite, which offers outstanding support for children SEND. As 

such, Kingswood House aims to fill a tangible gap in the Surrey and London market by 

presenting itself as a smaller, supportive environment with excellent pastoral care and 

emphasis on family values - that may suit many pupils for whom a big, competitive school 

might be the wrong fit.  

 

The school’s strapline is “A Preparation for Life” and we offer a pioneering life skills 

programme and emphasis on learning beyond the classroom. Ultimately, we aim to challenge, 

nurture and inspire young people to succeed in a global community.  

 

KHS is an equal opportunities employer and sets out to be caring and reasonable in its 

approach to all staff; it values its staff and believes in the right of every employee to have 

access to professional development and a robust performance management programme. 
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KHS is committed to safeguarding and promoting the welfare of children and young people 

and expects all staff and volunteers to share this commitment.  

 

Main Duties and Responsibilities  

 

Act as a central point of internal and external communication for the Head of Study Centre 

and SENDCo. 

 

Maintain records for pupils with SEND in accordance with GDPR and the SEND Code of 

Practice (2015).  

 

Ensure the systems for recording, storing and accessing pupils’ EHCPs is consistent and 

accessible for relevant staff members.  

 

Provide calendar and diary management for the Head of Study Centre and SENDCo, to include 

statutory EHCP procedures. 

 

Work with the Admissions department to coordinate and arrange entry assessments for 

prospective pupils. This process will include the appropriate storage and dissemination of key 

information.  

 

Update and distribute Pupil Profiles termly, or as required. 

 

Support the main school office with the completion of daily registers to include pupils who 

attend the Study Centre before school and during lunchtimes. 

 

Attend regular meetings with the Study Centre team as required. 

 

Ensure sound and timely liaison with all relevant stakeholders, both internal and external 

 

Greet all visitors to the Study Centre with courtesy and enthusiasm, ensuring they are 

attended to and looked after appropriately.  

 

Process general enquiries, ensuring these are promptly and politely dealt with, or passed on 

to the relevant member of staff.  

 

Ensure that the Study Centre area conveys a first-class and professional impression of the 

School.  

 

Work to ensure procedural safety and understanding during a lockdown situation. 

 

Respond to, and forward, emails as appropriate.  
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Manage tutor timetables, in accordance with the main school timetable and in collaboration 

with the Study Centre team; share these with school staff as required.  

 

Ensure the Study Centre is well stocked, ordering resources and equipment as required.  

 

Act as a reader and/or scribe during periods of internal and external examinations. 

 

Support the Head of Study Centre and SENDCo with the management of Access Arrangement 

allocation for internal and external examinations. 

 

Attend staff meetings and Insets as required. 

 

Help edit marketing literature and keep a showcase file of up to date newsletters for visitors. 

 

Keep abreast of updates in technology, including systems used internally, such as ENGAGE.  

 

Support any critical incident within the School, if needed, in a calm and professional manner 

and in accordance with School policy guidelines.  

 

 

Skills Required  

 

Getting the job done: on time and in a warm and professional manner; remaining calm in a 

crisis, monitoring the quality of service provided and acting on it as necessary; evaluating 

options and showing good judgment to achieve the best outcome and to convey a first class 

impression of the School at all times. 

 

Showing resourcefulness: manages own time effectively and able to prioritise work and meet 

deadlines; has excellent ICT and telephone skills; observing confidentiality as required; able 

to manage information effectively, ensuring that this is up-to-date and discharged 

appropriately, able to manage the postal system efficiently and to follow procedures and 

recommend improvements when they arise. 

 

Takes personal responsibility: for own work; is adaptable, flexible, responsive and reliable and 

able to work with little supervision but seeks guidance where necessary; raising awareness 

on issues and keeping people informed; not a 9-5 worker but able to be flexible as the need 

of the job demands in a busy working environment. 

 

Works well with other people: able to deal equally professionally, politely and efficiently with 

pupils, parents, colleagues and other visitors to the School; is a good team member 
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developing sound working relations with colleagues, supporting, advising and willingly sharing 

information and expertise; able to receive instruction and self-appraise as needed 

 

Communicates clearly and well: and sensitively to a range of different people face to face, on 

the telephone or electronically; able to listen carefully, advise professionally; respond to 

feedback and keep accurate and clear written records.  

 

Aims and Ethos 

Work with consistency and empathy in support of the aims and ethos of Kingswood House 

and undertake any reasonable request from the Headmaster to help achieve this objective. 

 

N.B. The duties and responsibilities shown above are not intended to be exhaustive and the 

post holder will be expected to be flexible and to take on new responsibilities as necessary to 

meet the changing needs of the School. 

 

Signed………………………………………….. 

 

Date…………………………………………….. 


