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JOB DESCRIPTION
Pre School Centre Administrative Assistant

	Job Title: Administrative Assistant 
	Present Grade:         4               

	Department/College:	Pre-School Centre 

	Directly responsible to:	 Pre School Centre Manager, Business Support, 

	Supervisory responsibility for: None

	Other contacts
		

	Internal: University Departments; University staff and students requiring childcare services


	External:  External customers, Parents of children, Local Authority 


	To provide comprehensive reception, administrative and business support services to the Pre-School Centre, acting as the first point of contact for parents, visitors, staff and students and ensuring the efficient administration of bookings, records, financial processes and customer enquiries.
The postholder will support the operational delivery of the Centre through accurate record keeping, customer service, routine financial administration and administrative support, working within established procedures .

The Role: Main Duties and Responsibilities
Reception and Customer Service
· Act as the first point of contact for parents, carers, visitors, University staff and students. 
· Respond to enquiries in person, by telephone and email, providing information on Pre-School Centre services and procedures. 
· Maintain a professional, welcoming and child-friendly reception area. 
· Operate visitor sign-in and sign-out procedures in accordance with safeguarding requirements. 
· Receive and direct visitors appropriately. 
· Escalate complex or sensitive enquiries to the appropriate manager. 
Administrative Support
· Provide comprehensive administrative support to the Pre-School Centre management team. 
· Maintain accurate electronic and paper records relating to children, families and Centre operations. 
· Process new enquiries, booking requests and booking amendments. 
· Maintain waiting lists and booking records ensuring information is accurate and up to date. 
· Update databases and management systems in accordance with University procedures. 
· Prepare routine correspondence, newsletters, reports, forms, information packs and communications for parents. 
· Maintain filing and document management systems in accordance with data protection requirements. 
· Assist with organising meetings, events, parent sessions, inspections and open events.

Occupancy and Booking Administration
· Support the administration of child bookings and attendance records. 
· Maintain booking information and waiting lists. 
· Assist with monitoring occupancy information and reporting routine data to the management team
· Ensure booking records are updated promptly and accurately.
Financial Administration
· Support routine financial administration processes. 
· Assist with preparation of information required for invoicing. 
· Maintain accurate financial records and documentation. 
· Respond to routine invoice and payment enquiries. 
· Assist with processing purchase requests and maintaining procurement records. 
· Support record keeping relating to Early Education Funding documentation and parental agreements. 
· Follow University financial procedures and maintain accurate records
Information Systems and Reporting
· Use Microsoft Office, Excel, SharePoint and University systems to record, maintain and retrieve information. 
· Produce routine spreadsheets, reports and statistical information as requested. 
· Ensure all information is entered accurately and maintained securely.
Compliance and Safeguarding
· Maintain confidentiality when handling personal, financial and sensitive information. 
· Ensure administrative processes comply with University policies and statutory requirements. 
· Support safeguarding procedures through accurate visitor management and record keeping. 
· Participate in mandatory training and compliance requirements. 
· Assist with maintaining records required for inspections and audits. 
Team Working
· Work collaboratively with colleagues across the Centre and University departments. 
· Contribute to a positive and supportive working environment. 
· Provide administrative support to colleagues as required. 
· Participate in team meetings and service improvement activities. 
General
· Undertake other duties appropriate to the grade of the post. 
· Comply with University policies and procedures. 
Enhanced DBS Disclosure Required
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