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JOB PROFILE  AND PERSON REQUIREMENTS 

	JOB TITLE: Early Years Admin Officer


	GRADE:
5
	Evaluation Date: 
24 June 2026
	Evaluation Result: 
469
	NC4572



ROLE AND PURPOSE
To coordinate administrative functions in relation to Early Education Government Funding, including for the role out of free breakfast clubs in primary schools across the city, and supporting with Early Years SEN processes. To be responsible for collecting and collating data for the Department for Education (DfE).  Working alongside Family Information Services and the Early Years Access and inclusion Team to fulfil statutory duties and ensure that parents are aware of the support available to them.
To have very good communication skills to be adept at using emotional intelligence to anticipate issues before they arise and then have excellent research and organisational skills to deal with the issues ensuring where required deadlines are met. 
To support the Early Years Funding Officer, the Family Information Service Officer, and the wider Early Years team by working flexibly to ensure that the needs of the service are met in the most efficient and effective way. This will require use of own initiative in ensuring that any issues are raised appropriately with senior management and keeping them informed.

PRINCIPAL ACCOUNTABILITIES: 
1. To promote and safeguard the welfare of children, young people and/or vulnerable adults in the Children & Young peoples directorate. 
2. Coordinate and deliver an administrative support service, be proficient in office procedures and routines, in particular using financial recording systems, Synergy DfE Management Information systems, Oracle, Excel and databases.
3. Set up and maintain databases & spreadsheets, commitment to working as part of a team and supporting and training other staff.
4. Deal with customer enquiries appropriately and sensitively and support and mentor the Early Years Admin Assistant with SEN and FIS processes. 
5. Extract and collate data and present information on time and accurately to service users and senior management. 
6. Maintain up to date knowledge of early education government funding, National Wraparound Childcare Programme and SEND/SENIF to enable the effective coordination of wraparound childcare for primary aged children and payments for wraparound childcare.
7. Act as first point of contact to a diverse range of customer enquiries and deal with these enquiries appropriately and sensitively through good communication.  Enquiries may be of a sensitive and confidential nature and occasionally include inappropriate personal related behaviour.
8. Compose grammatically accurate and precise correspondence, reports, publicity material & training materials in a range of diverse formats for service users, other professionals and senior colleagues.
9. Commitment to working as part of a team and supporting and training other staff.
10. Responsible for processing orders, invoices and payments including those related to SENIF as well as payments to schools for the delivery of free breakfast provision 
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. 

Additional information:

Political Restriction - This post is politically restricted under the provision of the local government and housing act 1989 on the basis of the following category: 
Select the one option that is relevant:
THIS POST IS NOT POLITICALLY RESTRICTED

GENERAL
The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties and responsibilities of a similar nature commensurate with the grade and requirements of the post, as and when required, throughout the various workplaces in the Council. 


ESSENTIAL CRITERIA
The application form will be assessed against the job role essential requirements to progress to the shortlisting process. 

Qualifications:

· NVQ Level 3 business administration or equivalent professional qualification
· A good standard of written English and Mathematics to at least C/5 level or above

Knowledge:

· A knowledge and commitment to safeguarding and promoting the welfare of children, young people and/or vulnerable adults in the Children & Young People directorate
· Knowledge of early education government funding, NWCP (National Wraparound Childcare Project) and SEND
· Developed understanding of a broad range of office systems and IT solutions

Experience:

· Experience of office procedures and routines, in particular using financial recording systems, Synergy, Oracle, Excel and databases
· Proficient at dealing with customer enquiries appropriately and sensitively and managing and training junior staff
· Experience of extracting and collating data and presenting information on time and accurately to service users and senior management
· Significant experience of providing senior administration support to officers in a complex and fast-moving office, including examples of anticipating and dealing with issues
· Experience in an office environment, demonstrating an in-depth knowledge of Microsoft Office.  

Skills:

· Motivation to work with children and young people and/or vulnerable adults Children & Young People’s directorate.
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people and/or vulnerable adults in the Children & Young People’s directorate
· Able to work on own initiative, plan ahead, prioritise and implement service improvements and innovations
· Commitment to equal opportunities, enthusiastic and flexible
· Excellent IT skills, able to set up databases & spreadsheets, commitment to working as part of a team and supporting and training other staff.
· Ability to work accurately to deadlines with attention to detail
· High standard of literacy skills, the ability to compose grammatically accurate and precise correspondence, reports, publicity material & training materials in a range of diverse formats
· Ability to verify correspondence for accuracy and cohesiveness

Interpersonal/Communication Skills:

· Ability to establish professional, effective working relationships with a range of partners/colleagues and children & young people and/or vulnerable in the Children & Young People’s directorate
· Acting as first point of contact to a diverse range of customer enquiries and able to deal with these enquiries appropriately and sensitively.  Enquiries may be of a sensitive and confidential nature and occasionally include inappropriate personal related behaviour
· Excellent interpersonal and motivational skills that facilitate effective relationships across the service and build a culture of mutual support and trust with all early years colleagues and other professionals
· Ability to respond positively and function effectively under pressure, prioritising tasks and maintaining a professional image
· Ability to communicate clearly with people at different levels of statistical awareness and understanding

DESIRABLE CRITERIA
Where there is a high number of applications that meet the essential requirements, the desirable requirements maybe used as part of the shortlisting process.

Knowledge:
· Understanding of Data Protection Act and Information Governance legislation and its implications for local government and partner agencies.
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