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Job Description

	Job Title:
	Senior Administration Coordinator for The Springfield Project and St Paul’s Community Development Trust Children’s Centres


	
	

	Grade:
	Scale 6

	
	

	Salary:
	£24821 - £26,482

	
	

	Hours:
	36.5 hours  per week

	
	

	1.
	JOB PURPOSE

	
	To be responsible for the coordination of office and administrative functions to enable the smooth running of The Hall Green District Children’s Centres. To provide line management and supervision to the district administration team. 


	2.
	DUTIES

	
	

	2.1.
	District Tasks

	2.1.1.

2.1.2


	To oversee and supervise receptionists across the district. 
To liaise with other team members and colleagues from external partnerships to ensure the smooth running of the BFS model.  To attend BFS meetings and participate as necessary.

	2.1.3
	To support the data manager in relation to RIO processes, recording and reporting and  ensuring all data is inputted accurately and in a timely manner.  

	 2.1.4
	To support the Family Support team with allocations and case management processes on RiO and local servers.

	2.1.5
	To be responsible for producing marketing and publicity materials, in particular What’s on Guides, timetables, flyers, website and social media.

	2.1.6
	To take minutes at meetings as required.

	2.1.7
	To oversee archiving processes for all sites.

	2.1.8
	Support Childcare Plus processes as directed by the District EY Manager.

	2.1.9
	Supporting administrative duties for the Hall Green District meetings and other Partnership meetings and fora. 

	2.1.10
	To oversee room bookings for children’s centre services, ensuring the smooth implementation of the annual delivery plan. 

	2.1.11
	Office management: to ensure stationery is being ordered when necessary.  To keep the office environment well organised and tidy.  Ensure all other tasks are being undertaken in a timely manner.

	2.1.12
	Design and maintain office/administrative systems.

	2.1.13
2.1.14
	Manage and/ or support petty cash systems for the Children’s Centres

To hold the budget for stationery and office costs and have an awareness of appropriate team budgets. To liaise with finance teams as necessary.

	2.1.15
	Coordinate hospitality for visitors and booked events (e.g. set out refreshments and arrange catering when necessary).

	2.1.16
	To provide such administrative support to sub-project leaders and members of the management team as is necessary and reasonable within the boundaries of the role.  To undertake any other duties commensurate with the role and responsibilities of the post as agreed with your Line Manager.



	2.2


	Time Management

	2.2.1
2.2.2
	It will be the responsibility of the Senior Admin Officer to manage his/her time effectively, prioritising tasks appropriately and ensuring that all tasks are completed within the allotted 36.5 hours per week.

To work flexibly across the district within the BFS partnership to ensure a professional continuity of service provision.     

	
	

	3
	SUPERVISION

	3.1.
	The Senior Admin Coordinator reports to the District Children’s Centre Manager.


Person Specification

	Criteria
	Essential
	M.O.A.

	Experience

Relevant work and other experience
	1. Experience of working on your own initiative.

2. Experience of leading office based administrative services including management of office systems.

3. Proven experience of IT systems and the use of information as a management tool.

4. Experience of producing and writing reports at a senior level.
5. Experience of liaising with a range of agencies.

6. Experience of managing a team

7. Experience of minute taking.

8. Experience of managing budgets.

	Interview / AF

Interview

Interview / Test / AF

AF

Interview

Interview / AF

AF / Test
AF



	Skills & Ability

Eg. Written communication skills, dealing with the public etc.


	1. Ability to communicate effectively   verbally and in writing.

2. Excellent team management skills in an office environment, preferably a Children’s Centre.

3. Excellent people management skills and dealing with conflict resolution.

4. Excellent organisational skills, prioritising workloads and working to deadlines.
5. Excellent time management skills.

6. Computer literacy skills – Microsoft Word, Excel, PowerPoint, Publisher.

7. Willingness to work flexible hours when necessary.

	Interview / Test / AF

Interview

Interview 

Interview / Test
Interview / Test
Interview / Test

AF

	Knowledge

	1. Knowledge and understanding of Safeguarding and Child Protection.

2. Understanding of the need for confidentiality including knowledge of GDPR.
3. Understanding of Health and Safety in the workplace.

4. Understanding of and sensitivity towards the Christian ethos of the organisation.


	Interview / AF
Interview / AF
Interview

Interview / AF

	Qualifications
	1. Level 4 or equivalent qualification in Business Administration.

2. Willingness to undertake Continued Professional Development
	AF

AF/Interview

	Equalities
	1. Understanding of, and commitment to equality of opportunity and the ability to apply this.
	Interview

	Further requirement
	1. It is essential that all candidates are deemed suitable to work with children and/or vulnerable people.
	


A DBS check will be required for this role.


