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Job 
Description 
 

Date of Issue: Sept 2022 

 
Ref: HRBP 

 

Assistant Director 

 

Job Title 

Assistant Director - Inclusion Services  
Thematic Area 

Children and Education 

Grade     Hay Level 2 
 

Responsible to 

Director of Children Services and Education 

 
This job description is a guide to the work you will initially be required to undertake.  It may be reviewed from 
time to time to meet changing circumstances. 
 

Job Purpose 

 
The Assistant Director will have overall responsibility for specific service areas or functions.  Day 
to day operational control and development of the service in accordance with Council Policy and 
as directed by the Director of Children’s Services and Education.  High level professional advice to 
the Council and Cabinet members on all associated service areas / functions. The Assistant 
Director will lead/chair corporate/public working groups and will ensure the co-ordination of cross 
service working.   
 

 

Corporate Responsibilities 
 

To promote and maintain the highest levels of management through the introduction of 
performance management which ensures accountability and responsibility are shared across the 
organisation to encourage commitment and enhance job satisfaction. 
 
To actively participate in corporate working groups bringing individual expertise and a commitment 
to work with other services to achieve targets set within the Council’s performance plan, corporate 
plan or those set by the Council Executive. 
 
To manage the budgets allocated to the post in accordance with the Council’s agreed priorities, 
financial regulations and accounting instructions. To deliver agreed outcomes and performance 
targets on time and within budget, in accordance with the Council’s Financial Regulations and 
Procedures and Contracts Procedures Rules. 
 
To act as an exemplar of Sandwell Council’s Values. 
 
General Responsibilities 
 

 To be an advisor to the Council, the Council Executive and Cabinet Members on all matters 
relating to service provision within the areas of responsibility including the preparation and 
presentation of reports, ensuring that all decisions are evidenced and supported by sound 
technical principals. 
 
To work closely with the Director in establishing, agreeing and monitoring operational targets for 
service delivery and management performance for the service and the employees for whom the 
post holder is responsible. 
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Undertake employee relations/supervisory responsibilities as set out in the Council’s HR Policy 
documentation. 
 
To be responsible for the delivery of services which demonstrate continuous improvement and 
excellence of service. 
 
To develop service policies and strategic plans which actively communicate and consult service 
users, clients and employees. 
 
To be responsible for the efficient utilisation of staffing resources within the service to include 
the implementation of the Council’s policies and procedures relating to employment and 
relevant legislation. 
 
To ensure financial control of all sections of the service under the control of the post inc though 
not limited to the dedicated schools grant. To deliver agreed outcomes and performance targets 
on time and within budget, in accordance with the Council’s Financial Regulations and 
Procedures and Contracts Procedures Rules. 
 
To represent the Council on external bodies, agencies and associated working groups. 
 
To develop relationships and partnerships with external bodies and agencies inc Ofsted. 
 
To maintain reasonable outside professional and institutional contacts so that the Council may 
benefit from exchange of knowledge, experience and to facilitate bench marking of services. 
 
To actively monitor and promote Health and Safety across the areas of responsibility. 
 
To undertake such other duties as may be appropriate to achieve the objectives of the post or to 
assist the Council in the fulfilment of its objectives commensurate with the post holder’s salary, 
grade, abilities and aptitudes. 
 
To carry out all duties in accordance with relevant legislation and best practice and with due 
regard to the Council’s policy, organisation and arrangements for Health and Safety at work, 
etc.  To conduct yourself in line with the highest professional and personal standards expected 
of those in public life.  To set a positive example to all Council employees in actions, manner 
and presentation, to promote the Council’s policies on equality and foster a positive approach to 
a harmonious working environment. 
 
Specific Responsibilities 
 

To lead and manage delivering high quality and cost-effective services that meet customer 
expectations, provide value for money and drive continuous improvement. 
 
To lead the development of policies, strategies and plans for the management of services in 
accordance with Government guidance and legislation. 
 
To ensure that targets are met and that the Council becomes an exemplar in this field. 
 
To take lead responsibility and accountability for ensuring efficient delivery of services. 
 
To foster a positive approach in engaging with residents where appropriate to improve the 
customer journey and service experience. 
 
To ensure maintenance of high-performance standards across all areas of responsibility and to 
strive for continuous improvement. 
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To devise and embed the principles of the self-evaluation form (SEF) and take the lead in the 
coordination and preparedness for the SEND area inspection, monitoring the effectiveness of 
partners across the sector.  
 
For the following teams with the Children and Education Directorate: 
 
Inclusive Learning Services 
 
To deputise for the Director of Children and Education as and when required. 
 
To lead the development and delivery of services to support the effective inclusion of  
children and young people into learning settings. 
 
To lead on the strategic management of Inclusion, SEND, Fair Access and Exclusions 

 
To provide strategic leadership for operational teams focussed upon inclusion, including 
Educational Psychology, Special Advisory Teachers, Sensory Support  
 
To ensure effective partnerships with key stakeholders, in particular within health, children’s and 
adult’s social care. 
 
To take a strategic lead on the development of effective inclusive practice across all learning 
settings through school partnerships and other structures 

 
To take a strategic lead on the delivery of national developments within SEND, ensuring that the 
Council fulfils and meets their statutory duties. 
 
To lead the development and implementation of the Sandwell SEND strategy, Specialist Place 
Planning Strategy and the corresponding development plans with all stakeholders including 
children, young people, parents and services within health, social care and across the education 
sector. 
 
To be accountable to the SEND Strategic Board on the implementation of the development 
plans and present challenge to services and providers where necessary.  
 
To provide leadership in preparing the council, education settings and multi-agency across the 
SEND operations board for the Local Area SEND Inspection.   

 
To be a member of the Directorate Management Team (DMT) and other cross Council Groups 
contributing to the strategic management and co-ordination of education services with particular 
reference to the LA’s support for the inclusion and achievement of children and young people 
from birth to nineteen/twenty-five. 

 
To analyse Local Authority data to ensure that challenge, development and support are directed 
to priority areas of need in order to drive change and improve outcomes 

 
To contribute to the planning, delivery, monitoring and evaluation of the Service Improvement 
Plan. 

 
To have overall responsibility for the efficient management of Inclusive Learning Services and, 
in liaison with the Finance Officer, to be responsible for the preparation of an annual business 
plan for the service so that potentially volatile annual budgets are managed effectively. This 
requires the post holder to maintain oversight of the DSG - High Needs Block expenditure and 
to engage with the Sandwell Schools Forum to ensure effective management for this budget. 

 
To provide reports to the Director, Cabinet Members and key stakeholders with reference to all 
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areas of the post holder’s responsibilities as and when required. 
 

To actively pursue appropriate funding opportunities and income generation in order to enhance 
the service’s ability to deliver an appropriate range of services. 

 
Advocate for children/young people and obtain the best SEND outcomes, services and support. 

 
Plan the services required to meet the needs of children, young people and their families / 
carers and ensure action is taken to implement EHC plans 

 
Communicate within Children’s Services and across other disciplines and agencies to enable 
best outcomes for children and families / carers 

 
Promote anti-oppressive practice and challenge discrimination, racism and disablism in all 
areas of work 

 
Empower children, young people and their families / carers by embracing their views 

 
Plan workforce development and implementation in relation to working with Children & Young 
People with SEND 

 

  

 



  
 

 

 

The Personnel Specification outlines the main attributes needed to adequately perform the post specified.  In 
drawing together, the specification, a critical examination of the job description has been undertaken to 
pinpoint those elements of the post deemed as essential. 
 
The Personnel Specification is intended to give prospective candidates a better understanding of the 
position’s requirements.  It will be used as part of the recruitment process in identifying and shortlisting 
candidates and in determining an applicant’s suitability for employment, whilst giving due consideration to the 
need to make reasonable adjustments in line with the requirements of the Equality Act 2010.  

 

Essential 

1.   Physical 

     Communication skills: 
Verbal – to be able to liaise effectively face to face and by telephone. 
Written – to be able to produce accurate and concise documents, reports, letters and general 
correspondence. 

 

     Able to make clear and effective presentations to public meetings, multi-agency groups and committees. 
 

 

2. Qualifications 

 Final professional qualification(s) in a relevant discipline related to the service areas/functions or significant 
working experience in the services relevant to this post. 
 

 Evidence of management competencies 
 

 Degree or equivalent professional qualification. 
 

 Evidence of continuous professional development 
 

     Associated professional qualification 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 3. Experience 

 

Job Title   
 

Assistant Director – Inclusion 
Services 

 
Thematic 
Area  

 

Children and Education 

Grade     Hay Level 2 

 

Date of Issue     September 2022 
 

    Personnel 
  Specification 
 

Assistant 
Director 

March 2022 
IL0 



     Five years proven management experience to include- project management, people management, budget 
management, commissioning, performance management and best value. 
 

     Effective skills to enable management of a varied team with differing skills and abilities. 
 

     Extensive knowledge of issues affecting the service area. 
 

     Experience in effectively managing change. 
 

     Experience of delivery of high-quality customer services.   
 

     Understanding of local government decision making and governance and experience of working with elected 
members 

 

    Experience of working with a children and families setting. 
 

    Experience team working and high levels of motivation 
 

    Extensive evidence of leading inclusive learning improvement 
 

    Extensive evidence of understanding the OfSTED framework of inspection and SEND reforms 
 

    Experience of financial management including evidence of budgetary control, monitoring and risk 
assessment. 
 

    Experience in business planning, performance management. 
 

    Must be able to evidence performance improvements in services they have led 
 
 

4. Training 

     Ability to demonstrate continuing professional development beyond final professional qualification. 
 

     Willingness to undertake any training considered appropriate for this post. 
 

 

5. Special Knowledge 

 
• Practical, in depth knowledge of current developments in the relevant area(s) of service 
 
•     Working knowledge of service/s 
 
•     Knowledge and understanding of issues in central and local government that may impact on the service  
 
• Knowledge and understanding of the importance of public accountability, media relations and quality        

customer care 
 
•     Corporate priorities of Sandwell MBC 
 
•     Knowledge and understanding of relevant legislation 
 
• A minimum of 3 years experience of managing at a senior level within an Educational setting or an equivalent 

strategic role in a Local Authority 
 

 Extensive evidence of understanding the OfSTED framework of inspection 
 

 Experience of financial management including evidence of budgetary control, monitoring and risk 
assessment 
 

 Experience in business planning, performance management 
 

 Must be able to evidence performance improvements in services they have led 
 

 Sound specialist knowledge SEND legislation and guidance  
 



     Good understanding of the SEND reforms and school inspection framework 
 

     Good understanding of models for effective inclusion practices  
 

     Practical, in depth knowledge of current developments in the relevant area of service 
 

     Awareness of issues in local and national government that may impact and knowledge of relevant legislation 
and regulations and how to manage the impact 
 

     Awareness of issues in local and national government that may impact including, though not limited to the 
implementation of the Education White Paper and aligned Green Paper (SEND and AP) 
 

     Awareness of the importance of public and political accountability, media relations and quality customer care 
 

6. Circumstances (personal) 

     Available for evening and weekend meetings as necessary 
 

     Be able to travel around the Borough 
 

7. Disposition 

     A team player with a concern for the personal development and support of his/her staff.  The ability to 
continue to develop a hybrid agile workforce which is aligned to the corporate operating principles 

     Commitment to working corporately and with other services and in partnership with other agencies and local 
people in order to deliver the Council’s priorities 

    The ability to operate in a commercial environment 

 Ability to lead projects/project groups 

     Ability to lead, motivate, delegate and ensure targets are met 

     Ability to prioritise workload and meet tight deadlines 

     Ability to communicate positively and persuasively to gain support on key issues 

     Excellent forward planning skills 

     Excellent interpersonal skills 

     Motivational leadership skills to inspire managers, employees and partners 

     Ability to build and facilitate strong team relationships and thematic and corporate working 

     A confident and effective decision maker, with the ability to work under pressure with tight deadlines 

     Ability to communicate positively and influence others 

     Must be able to speak persuasively to gain support on key issues 

     Excellent interpersonal skills 

     Committed to continuous development of own skills and knowledge 

     Ability to inspire confidence through high quality communication skills 

     Data analysis to inform service design 

     Liaison with the regulator and government departments in particular, though not limited to, DfE, DLUHC, 
DWP 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Practical and Intellectual Skills 



 
•     Leadership and people management. 

 
• Ability to work with local communities, private sector agencies and other officers at the highest level in other 

public bodies. 
 

• Ability to communicate positively and persuasively to gain support on key issues. 
 

• Ability to organise oneself in the face of conflicting demands and priorities and working effectively under 
pressure. 

 
• Ability to develop new initiatives, policies and practices in anticipation of or in response to change. 

 
• Ability to produce and interpret complex reports and documents. 

 
• Strong organisational skills. 

 
• Budget management skills (including income generation) 

 
• Data analysis (interrogation and use to inform service design) 

 

     Able to prioritise 
 

 Ability to analyse information and make informed decisions. 
 

 Ability to disseminate information to staff, other professionals and members of the public 
 

 Ability to work under pressure and balance conflicting demands, work under pressure 
 

 Ability to communicate in a range of different ways which are appropriate to the service user and 
circumstances 
 

 Provide high quality training 
 

 Ability to write reports and Education, Health and Care plans 
 

     Ability to develop new initiatives, policies and practices in anticipation of, or in response to change 
 
 

 

9. Legal Requirements 

 
Enhanced DBS with Children’s Barring List Check 
 



 

9a. Background Checks 
    Please  required check(s) referring to Section 9 of Guidance on completing individual sections of the Personnel     
Specification 

 
The post is 
subject to the 
following 
Background 
Check(s) which 
will be 
undertaken, 
where applicable, 
following a 
conditional offer 
of appointment. 
 
 

a) Enhanced DBS with Children’s and Adults Barring List Check   
 
 
 
 
Only one or none of 
these checks (a – f) may 
be applicable. 

b) Enhanced DBS with Adults Barring List Check  

c) Enhanced DBS with Children’s Barring List Check  

d) Enhanced DBS Check  

e) Standard DBS Check  

f) Basic Disclosure Check  

Police Vetting Check  This check may also be 
required in addition to 
one from (a-f) above 

No Check Required   

10. Politically Restricted Post 

Is this post a "politically restricted post”?           Yes         No 

Applicants can gain further information on Politically Restricted posts in the "Information for job applicants’ booklet".  

11. Language Requirements  

 
Is this post covered by part 7 of the Immigration Act (2016), 
and therefore, the ability to speak fluent and spoken English is 
an essential requirement for this role? For example: 
 

 The employee will work in a customer-facing role. 
 

 The employee is required to speak to members of the 
public in English and this forms a regular and intrinsic 
part of the role. 
 

 The employee requires a command of spoken English, 
to enable the effective performance of the role. 
 

 

        
Yes

 

 
 

                
No
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