
Riverside Bridge School 

 
Email:  bridge@riverside.bardaglea.org.uk 
 
Headteacher: Kim Cerri 
 
Mixed 4-16 Special School 

 

EHC Annual Review Administrator 
 

Scale 4.7 – 4.10 
 

 35 hours per week (term time only)  
 

Required: ASAP 
 

 
Riverside Bridge School is a Special School for pupils aged from 4 – 16, which opened in September 
2015. This School serves families and pupils in the London Borough of Barking and Dagenham and 
neighbouring boroughs. It is closely integrated with Riverside Primary School, which also opened in 
September 2015 and Riverside School, a mainstream secondary school. 
 
Pupils are admitted within the following categories of special needs: 

 Autism spectrum disorder (ASD) 

 Profound and multiple learning difficulties (PMLD) 

 Severe learning difficulties (SLD) 

We offer: 

 Continuous professional development and training 
 Staff who are keen to share their expertise 

 Excellent working conditions and resources 

 Opportunities and challenges 
 
We are keen to attract an EHC Annual Review Administrator who will be responsible for the 
administration of all paperwork and administrative tasks involved in an EHC Annual Review for the 
pupils that attend Riverside Bridge School as well as other administrative tasks around the school.  
The candidate must have a high standard of skills in dealing with parents and external professionals.  
The candidate must be able to work to strict deadlines and have an eye for detail. The candidate must 
have a high standard of ICT skills, in particular with Microsoft Word and Microsoft Excel.  There will be 
times where the candidate will be requested to cover the reception desk in the absence of the school 
receptionist.  Although this post is not directly working with the pupils at Riverside Bridge School, 
there will be an amount of contact with the pupils, therefore having an understanding of pupils with 
SEND is desirable.     
 
 
Selection Criteria 
We are looking for enthusiastic, committed individuals who: 

1) Have experience/knowledge of the EHC Plan process, including the annual review 
process and statutory deadlines; 

2) Have experience/an interest in working alongside children with Learning Difficulties; 
3) Have experience/an interest in organising and ensuring smooth running of organisations; 
4) Are willing to put the needs of pupils first. 

 
Application forms and further details are available at: the school website 
www.bridge.riversidecampus.com and should be returned by email by the closing date below. 
 

Closing date:  Monday 31st May 2021 
 

Riverside Bridge School is committed to safeguarding and promoting the welfare of our pupils and 
expects all staff and volunteers to share this commitment. A criminal record check via the DBS will be 
undertaken for the successful candidate. 
This post is exempt from the Rehabilitation of Offenders Act and a comprehensive screening process, 
including a disclosure check, will be undertaken on all applicants. 

 


