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JOB DESCRIPTION & PERSON SPECIFICATION


	SERVICE AREA: Learning and Skills 

	DATE PREPARED: 18/11/25

	SECTION: Connexions

	GRADE: 7


	JOB TITLE: SEND Senior Participation Adviser  

	EVALUATION 
RESULT:         556


	EVALUATION DATE: 12th December 2025
	JE NUMBER: NC4924


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE: 

The purpose is to work with young people with an Education Health and Care Plan from age 14 – 25 to support their transition into adulthood with particular emphasis on education, training and employment outcomes including supported internships and inclusive apprenticeships. The role will contribute to the Preparation for Adulthood strategy by improving outcomes for SEND learners, ensuring accurate data is reported to internal and external stakeholders including DfE, and informing proposals to cease EHCPs. This will be delivered through impartial information advice and guidance in a range of locations including schools and other venues both internal and external to Hull City Council. 

The post holder will help to develop and promote SEND employability by working with stakeholders including young people, parent/carers, DWP, education and training providers, third sector organisations and the business community to ensure SEND young people have access to a full range of opportunities to meet their needs and aspirations. The postholder will also develop strong links with Children’s and Adult’s social care and Hull City Council’s SEND team to support the transition of SEND young people into sustained Education Employment and Training.

As well as post 16 young people with an EHCP the post holder will hold a caseload of young people in Hull special schools and/or Alternative Providers and will support those identified as being at risk of becoming NEET to transition into suitable post 16 provision. This will assist with the Councils statutory responsibility regarding ‘Participation’ in education and NEET reduction for this vulnerable group of young people.

Using data from sources which include post 16 education and training providers, the SEND team and adult social care, the postholder will track and maintain information on the current situation of individual young adults in the cohort to better identify those who are NEET or not known. 

The postholder will also contribute to the organisation of events promoting SEND employability including the annual SEND Post 16 Options and PFA event, information events promoting supported internships and Reverse Job Fairs for SEND young people to showcase their skills to employers.

You will make a positive contribution to the wider Preparation for Adulthood by supporting transitions and raising aspirations for young adults with an EHCP. You will also help to inform the timeliness of proposals to cease the EHCP. 



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people and/or vulnerable adults.

	2.
	Statutory Obligations – 
Makes a positive contribution to the preparation for adulthood agenda particularly supporting and encouraging the achievement of education, training and employability outcomes for young adults with an EHCP and reducing the number of NEETs and not knowns in the cohort. Champions equality of opportunity for young people with SEND.

	3.
	Maintains effective records utilising the Client Caseload Information System to ensure reporting to DfE and KHCC is accurate, comprehensive and timely. Maintains and manages own caseload to follow-up and track young adults with an EHCP from 16+ through lists of “not known”, “currency lapsed”, “risk of NEET” and “NEET” young people to ensure that data is current and that support is timely.

	4.
	Assesses the individual’s current situation and readiness to progress, using appropriate tools, such as career guidance databases, and techniques, evaluates the information and feeds this back in order to identify and agree next steps. Uses specialist knowledge to decide and make appropriate referrals to other agencies and professionals including Adult Social Care.

	5.
	Establishes and maintains effective relationships with young adults on their caseload in order to support them effectively including challenging the individuals’ current attitude to employment, education and training where appropriate.

	6.
	Has in depth specialist knowledge of the local labour market and education and training opportunities including supported internships and inclusive apprenticeships and knowledge of packages to promote reasonable adjustment such as the health adjustment passport, Access to Work funding and Better off in Work calculator to advocate on behalf of individuals, raise aspiration and support progression.

	7.
	Attends relevant meetings where a young adult’s future options are being discussed in order to support transition, preparation for adulthood and provide specialist advice to the individual, their parents/carers and other professionals, for example at EHCP annual reviews.

	8.
	Has an awareness of the barriers relating to transition into adulthood and advocates on behalf of individuals. Can support young adults with SEND in seeking appropriate provision. Making applications and preparing them for interviews and selection processes.

	9.
	Works effectively in partnership with other professionals including the SEND team, adult social care and health. Develops and shares specialist knowledge base on a regular basis with team members and partners from within the organisation and external stakeholders. 

	10.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.




	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1. Responsibility for Staff: No line management but would be expected to support colleagues and share expertise with peers.

2. Responsibility for Customers/Clients:  Responsible for managing own caseload and deciding on the most appropriate interventions. Will be required to deal with young adults (and their families) with EHCP’s who may have complex and challenging circumstances. Will be required to work very closely with Adult and Childrens Social Care, Early Help, Health and SEND services. 

3. Responsibility for Budgets: Responsible for overseeing a small client support
 budget of approximately £50 per client. 

4.	Responsibility for Physical Resources:  Laptop and mobile phone.



	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section: Contributes to a team approach to meet overall service aims and objectives including any required targets.


2.	With Any Other Council Areas:  Maintains effective relationships with colleagues including those in CYPFS and Adult Social Care.


3.	With External Bodies to the Council: Maintains effective partnerships with all key stakeholders both statutory and voluntary, this will include, Schools, Colleges, Independent Training Providers, Job Centre Plus and a range of Health partners.
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	ORGANISATION CHART: Please Provide Job Titles and Grades


	

	
	
	Immediate Line Manager
Participation Team Leader

	
	
	

	Other jobs (peers) that report to immediate line manager
Senior Participation Advisers
	
	This Position
Send Senior Participation Advisor

	
	
	

	
	
	Direct Reports
None






	
	Supporting Information
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	


	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	Mixture of office based and working from home, however locality based outreach will also be required – Expected to do outreach which will mean attending client homes and potentially subject to unwelcoming un kept environments. Weekly interaction.

	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	Regularly working with vulnerable young people / adults and responding to their complex and challenging needs. 





	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Careers guidance will require the qualifications needed for the Register of Career Development Professionals ie the equivalent of level 6 or the ability to achieve this upon appointment 
	√
	
	CQ, AF

	
	A minimum of a level 3 NVQ or BTEC/ A level qualification or equivalent
	√
	
	CQ, AF

	
	Specialist qualification at level 3 or above in related discipline
	√
	
	CQ, AF

	
	Good level of literacy, numeracy and I.T.
	
	√
	CQ, AF

	2. 
	Relevant Experience:

	
	Experience of providing support to young people with SEND and awareness of the EHCP process
	√
	
	AF, I

	
	Experience of working in partnership and delivering specialist services in conjunction with local key stakeholders including SEND services, Adult Social Care, schools, post 16 providers, employers, DWP
	√
	
	     AF, I

	
	Experience of using I.T. based systems to provide effective records and ensure accurate, comprehensive and timely reporting to DfE and within KHCC
	√
	
	AF,I

	
	Experience of engaging and referring young people / adults to a range of specialist support services
	√
	
	AF,I

	
	Experience of outreach working and proactively engaging with young people / adults with SEND and supporting them into employment, training and employment options
	√
	
	AF,I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Motivation to work with children and young people and/or vulnerable adults across the service
	√
	
	I

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults across the service
	√
	
	I

	
	Can make competent use of a range of I.T systems including Microsoft Office and KHCC’s CCIS system
	√
	
	I

	
	Tracking and engagement skills which are supportive yet persistent
	√
	
	AF, I

	
	Event planning and organising skills which underpins the development of Preparation for Adulthood in young people 
	√
	
	AF

	
	Partnership and collaboration skills which ensure a complete wrap around service can be provided
	√
	
	AF, I

	4. 
	Knowledge:

	
	A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults across the service
	√
	
	I

	
	Knowledge of the local education, training and employability pathways and provision including supported internships and inclusive apprenticeships. Willingness to keep this knowledge base updated
	√
	
	AF

	
	Knowledge of transition and preparation for adulthood and the barriers experienced by young people and/or vulnerable adults with SEND
	√
	
	AF, I

	
	Knowledge of internal and external agencies and stakeholders supporting young people / adults with SEND and their families
	√
	
	     AF

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable adults across the service
	√
	
	I

	
	High level of verbal communication skills which are compassionate towards young people / adults and can be adapted to meet the needs of the audience
	√
	
	I

	
	Can confidently communicate in a range of settings and either in groups or on a one to one
	√
	
	I

	
	Listening and negotiation skills which are considerate of young people / adults and their families including to provide challenge in an appropriate manner
	√
	
	I

	
	Will be required to provide updates on an ongoing basis within team meetings and to other partners
	√
	
	I

	
	Written Skills

	
	Can produce I.T based written reports on request
	√
	
	I

	
	Can produce written documentation to ensure the young person/ adult’s journey is accurately co-ordinated and reported
	√
	
	I

	6.
	Other:
	
	
	

	
	Able to travel across the city to attend meetings and engage with young people and their families
	√
	
	I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	
	N/A
	I

	
	Respect
	
	N/A
	I

	
	Learning
	
	N/A
	I

	
	Ambition
	
	N/A
	I

	
	Partnership
	
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward 
	
	N/A
	I

	
	Improving services
	
	N/A
	I

	
	Analysis and decision making
	
	N/A
	I

	
	Making things happen
	
	N/A
	I

	
	Communicating with impact 
	
	N/A
	I

	
	Collaboration 
	
	N/A
	I

	
	Developing self and others
	
	N/A
	I

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	
9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory:

ENHANCED & CHILDREN’S BARRING LIST CHECK
ENHANCED & ADULT’S BARRING LIST CHECK

Disclosure from the Disclosure & Barring Service (if ticked as an essential requirement). 
	


√
√
	
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	√
	
	AF(after short listing)

	
	If the postholder requires a ‘Basic Disclosure’ or no disclosure is required, the candidate is required to declare unspent convictions only.
	
	
	AF(after short listing)
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