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CHILDREN’S SERVICES
JOB DESCRIPTION

POST TITLE:

Early Help Administrator


GRADE:


Band 5
RESPONSIBLE TO:
Early Help Support Services Team Leader and Manager 
Overall Objectives of the Post:

The postholder will assist the Early Help Support Services Manager and Team Leader with the administrative, data, systems and resource support mechanisms to ensure the efficient and effective delivery of all Early/Family Help 0-25 Family Support Services, including the LEA Early Years requirements, the Early Help Family Support Teams, the Asylum and Refugee Integrated Community Service, Daycare, Family Hubs and the Early Help Management Team.  

The role will provide high quality and effective administrative support in a designated early/family help network area within the Borough, with the requirement to work flexibly, on occasion, from other sites as business needs arise. 

Key Tasks of the Post:

1. To act as the first point of contact for families accessing the sites and services, responding to their needs efficiently and effectively.
2. Undertake reception duties, answering telephone, emails and face to face enquiries, recognising the need for appropriate warmth and sensitivity required to provide a welcoming presence.  
3. Undertake administration duties such as inputting data, sending emails, responding to correspondence, creating literature and marketing materials to promote the services, booking meeting rooms and providing administrative support to the management team. 
4. To support the service in capturing service attendees by using manual and computerised information systems, ensuring effective data recording and reporting.
5. Support in the setup of rooms and activities as required.
6. Contact parents and families as requested.
7. Be available to respond to the needs of all building users.
8. To support the work of the Early Help Service by providing low level advice and guidance, such as signposting. 
9. To upload family information into case management systems and process family information to ensure the correct members of staff have essential details.
10. Manage building room booking system.
11. Issue orders and process invoices for payment and to liaise with both suppliers and the procurement department as necessary.
12. To provide additional administrative support to the service, including arranging meetings and minute taking where requested by the management team. 
13. Support with resource management, including marketing, finance and petty cash and planning for promoting the service.
14. Maintain and upkeep facilities, immediately advising line manager of any site concerns. 
15. Check the operation of fire alarms and sensors and record in fire log.
16. To be prepared to act as keyholder for sites and to be flexible in availability to ‘lock up’ buildings.
17. Undertake any tasks requested deemed appropriate to the grade of the post.
18. Provide cover across the Borough as required, ensuring that there is always adequate cover.

South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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