	Role Title
	Cluster Co-ordinator 

	Directorate
	Children’s 

	Department
	Education and Skills

	Reports to
	Inclusion Lead



	Role Purpose

	To provide high-quality operational coordination for the delivery of the Experts at Hand (EAH) model within allocated locality clusters, ensuring that schools and educational settings can access timely, equitable and effective inclusion support. The postholder will act as a central point of contact for schools, Inclusion Leads and multidisciplinary professionals, coordinating activity across the cluster and supporting the effective delivery of services for children and young people with SEND, additional needs and other vulnerabilities. 

The Cluster Co-ordinator will manage and oversee the Request for Help and targeted funding processes, support the development of the cradle to career model, coordinate triage activity, organise and facilitate cluster meetings, and ensure that support is effectively planned, tracked and reviewed. Working closely with Inclusion Leads, Educational Psychologists, Occupational Therapists, Speech and Language Therapists, school leader secondees and wider partners, the postholder will enable collaborative working and ensure that resources are deployed efficiently in response to identified needs.
 
The role will contribute to the analysis, monitoring and reporting of inclusion, attendance, behaviour and SEND data, helping to identify priorities, measure impact and inform local decision-making. Through maintaining accurate records, monitoring service activity and supporting quality assurance processes, the Cluster Co-ordinator will play a key role in evaluating the effectiveness of the EAH, targeted finding and cluster to career models and driving continuous improvement.
 
The postholder will promote effective communication, partnership working and the sharing of best practice across schools, settings and agencies, supporting the development of inclusive provision and building local capacity to meet the needs of children and young people. They will contribute to the delivery of the local authority's inclusion, SEND and education improvement priorities, ensuring that support is coordinated, evidence-informed and focused on achieving positive outcomes.




	Accountabilities

	· Act as a key point of contact for schools, educational settings and partner agencies within the locality cluster, providing advice, guidance and coordination to support effective access to inclusion services. 
· Develop and maintain effective partnerships across education, health, social care, the voluntary sector and other stakeholders to promote collaborative approaches to inclusion and improve outcomes for children and young people. 
· Coordinate the delivery of cluster-based activities, including meetings, networks, workshops and training events, ensuring effective communication, engagement and follow-up actions. 
· Coordinate and hold responsibility for cradle to career activity and development
· Coordinate and monitor the Experts at Hand Request for Help and Targeted Funding processes, ensuring requests are recorded, triaged, allocated and reviewed effectively to enable timely support for schools and settings. 
· Ensure schools and practitioners have access to accurate information regarding the Experts at Hand offer, targeted funding opportunities, cradle-to-career pathways and wider inclusion support available across the locality. 
· Support the effective operation of multidisciplinary teams by coordinating activity, facilitating information sharing and ensuring support is planned and delivered in response to identified needs.  
· Maintain accurate records, case information, databases and digital systems, ensuring information is managed in accordance with data protection, information governance and quality assurance requirements. 
· Analyse and report on cluster-level inclusion, attendance, behaviour, SEND and service activity data to identify trends, support planning and inform operational decision-making. 
· Contribute to monitoring, evaluation and quality assurance activity by gathering and analysing qualitative and quantitative information to assess impact and support continuous improvement. 
· Identify emerging needs, service pressures and opportunities for early intervention, supporting the proactive deployment of resources and specialist expertise across the cluster. [ 
· Support the implementation and continuous improvement of operational processes, systems and ways of working that enhance service effectiveness, efficiency and outcomes for children and young people. 
· Contribute to the delivery of local authority inclusion, SEND and education improvement priorities through effective coordination, partnership working and evidence-informed practice.




	Knowledge/Skills/Experience required

	
Knowledge

Essential
· Knowledge of SEND, inclusion and education systems, including the needs of children and young people with SEND and other vulnerabilities.
· Knowledge of multidisciplinary and multi-agency working across education, health, social care and voluntary sector services.
· Knowledge of data protection, information governance and confidentiality requirements, including the handling of sensitive pupil information.
· Knowledge of performance monitoring, data analysis and reporting approaches to support service planning and decision-making.
· Understanding of referral, assessment and support processes within structured service delivery frameworks.
· Knowledge of safeguarding principles and responsibilities relating to children and young people. 
Desirable
· Knowledge of Local Authority SEND, Inclusion and Education services.
· Knowledge of graduated response, attendance, behaviour and inclusion frameworks.
· Knowledge of targeted intervention, early help and prevention approaches.
· Knowledge of service evaluation, quality assurance and continuous improvement methodologies.
· Knowledge of funding allocation processes and resource deployment systems.
· Knowledge of data visualisation and business intelligence tools such as Power BI.


Skills

Essential
· Strong organisational and administrative skills.
· Excellent communication, influencing and relationship-building skills.
· Strong verbal and written communication skills, including the ability to communicate complex information clearly and professionally.
· Ability to coordinate complex activities, services and projects involving multiple stakeholders.
· Ability to prioritise competing demands and manage workload effectively.
· Ability to work independently, use initiative and make sound operational decisions within agreed frameworks.
· Strong analytical skills with the ability to interpret data, identify trends and produce reports.
· Advanced ICT skills, including Microsoft 365 applications, databases and reporting systems.
· Strong problem-solving skills and the ability to respond flexibly to changing priorities.
· Ability to support quality assurance processes and monitor service effectiveness.
· Ability to act as a confident first point of contact for schools, practitioners and partner agencies.
· Ability to travel across locality clusters and educational settings as required.
· Commitment to safeguarding and promoting the welfare of children and young people.
· Commitment to equality, diversity and inclusion.
· Commitment to improving outcomes for children and young people with SEND.
· Willingness to undertake continuing professional development relevant to the role.

Experience

Essential
· Experience of coordinating services, programmes, projects or operational delivery within education, children's services, SEND, inclusion, health, social care or related sectors.
· Experience of working with schools, academies, early years settings or post-16 providers.
· Experience of supporting multi-agency and multidisciplinary working.
· Experience of managing referrals, casework, requests for support or assessment processes.
· Experience of analysing, monitoring and reporting data to support planning and decision-making.
· Experience of maintaining accurate records, databases and management information systems.
· Experience of organising and coordinating meetings, panels, networks, training events or workshops involving multiple stakeholders.
· Experience of producing reports, dashboards, presentations and briefing papers for a range of audiences.
· Experience of managing competing priorities, meeting deadlines and working effectively in a fast-paced environment.
· Experience of acting as a first point of contact and providing advice, guidance and operational support.
· Experience of implementing and improving administrative, digital or service delivery processes.
· Experience of handling sensitive and confidential information in line with legislative and organisational requirements. 

Desirable
· Experience of working within a Local Authority SEND, Inclusion or Education service.
· Experience of supporting SEND, attendance, behaviour or inclusion initiatives.
· Experience of coordinating targeted intervention, early help or prevention services for children and young people.
· Experience of using digital referral, case management and reporting systems.
· Experience of administering funding processes, grants or resource allocation systems.
· Experience of supporting service evaluation, quality assurance and continuous improvement activities.
· Experience of working with vulnerable children, young people and families.
· Experience of using data visualisation and reporting tools such as Power BI.

Qualifications

· Degree or qualification in relevant discipline
· GCSE English and Mathematics.
· Relevant qualification in SEND, project management or data analysis.
· Ability to plan and manage workload in line with project timelines.
· Ability to communicate confidently and clearly 





	Dimensions of the Role 

	· No direct line management responsibility.
· No delegated budget management responsibility.
· Responsible for coordinating activity across a locality cluster involving schools, education services, health professionals and partner agencies.
· Planning horizons typically range from daily operational coordination through to termly reporting and service planning activities.
· Responsible for maintaining and analysing cluster-level information and performance data.
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