Daisy & Rainbow Childcare – Job Description

Job Title :               Registrations Administrator 
Hours :                    TOTAL 17.5.hrs

9am-12.30pm each weekday
NOTE this position is NOT Term time ONLY.
Salary :                    £10.34 p/h / £9,445 p/a 
Line manager
Finance Officer
Location :                Daisy Play Centre Pathfields Totnes TQ9 5TZ
Qualifications and Experience:   

Experience of basic administrative systems.

Computer Literate – WORD, EXCEL
NVQ2 Business Administration or equivalent desirable
Background to the post
Daisy and Rainbow Childcare provides childcare, early education, and family support to families with children under 5 years old.  Daisy Preschool is based at the Daisy Play Centre in Bridgetown, Totnes and provides services term time only, 9am-3pm, to families with children aged 2-5yrs old. The charitable business is run in conjunction with its sister provider, Rainbow Nursery which provides childcare to children aged 3 months to 5 years of age. The nursery is open 8am-6pm each weekday. 
Outline of the Post:     

To provide administrative duties to Daisy and Rainbow Childcare under the direction of the Finance Officer, enabling the smooth operational practices of the charity. 
Office Base
The role will be primarily based at Daisy Preschool in our main administration office. Once or twice per week, flexible to meet the needs of the role, the post holder will be asked to base themselves at Rainbow Nursery in the centre of the main town. The two offices are a 12-minute walk apart.
Main Duties 

Childcare Registration
· To provide parents with appropriate information and forms via email, and sometimes in person, to allow them to access childcare funding and to book their child’s place in the setting.
· To manage the full administrative process, following initial enquiry, to ensure that a child has been registered and all data transactions are in place, this to be managed primarily by email communication with parents.
· To manage any changes on the childcare registers to meet parental need and yet working within the legal framework dictating appropriate ratios for childcare.
· To complete the Administration induction steps for all new children across both settings
Childcare Funding

· To ensure that accurate and relevant child data is entered accurately and to deadline to the DCC portal for all children at both settings

· To manage the funding communication in a timely manner with all parents, to enable effective administration.
Finance Administration

· To input the bank data to our spreadsheets

· To be part of the bank authorisation process for invoice payments
Invoice Filing
Purchase Orders

· To follow any request from the CSM, either Coordinator or Finance officer to make online purchase orders for goods and services

· To maintain the purchase order spreadsheet and monitor those goods have been delivered
· To order goods with best value paramount
Office Support
· Laminate and photocopy documents as required
· Produce posters and word documents upon request
· Support the childcare team with resource management
· Answer the phone

· Greet people at reception

· Maintain office supplies

· Maintain an orderly and effective office environment

Personnel Administration
· Log staff absences on the computer
Communication
· To maintain good daily communication with the Finance Officer.
· To maintain email or phone communication with parents about a child’s registered place, from enquiry until that child leaves the setting.

· To attend supervision meetings
· To respond and report back following work requests from the Childcare Services Manager

· To liaise with the Nursery and Preschool Coordinator to inform of any necessary updates and to receive any information or requests for admin services.
· Distribute weekly email newsletters to parents for both settings
· Distribute email communications to parents when directed by the CSM.

General Administration
· To maintain the computer filing systems.  

· To word process any documents as required
· Maintain the weekly milk records

· Maintain the weekly nappy charts

· To complete any Daisy grocery orders normally once per term
· Manage the child absenteeism records
General 
· To respond to direction, from the Finance Officer to ensure smooth operational running of the Charity’s systems and procedures.
· To attend training and additional meetings as required, in person or via Zoom / Teams
· To uphold all policies and procedures

These Main duties are an indication of the tasks required now and may be amended, varied, or extended per changing circumstances. New tasks, at a similar level of responsibility may be included at a future time, subject to negotiation with the post holder.

Person specifications    E – essential       D –desirable

 E     Good IT skills – WORD and EXCEL
 E     Experience of computer file management

 E     Good communication skills (written and spoken)
 E     Good organisational skills

 E     Ability to work in flexible way and use initiative  
 E
Ability to work, without immediate direction, to a set of well identified processes and procedures

 E   Ability to adapt to new processes and procedures and an evolving workload
Application
Completed application form to the Finance Officer

Email to finance@daisyplaycentre.co.uk   

Post to the Finance Officer, Daisy Play Centre, Pathfields, Totnes TQ9 5TZ
Closing date:

Weds 25th May (8am)

Interview date:
During the week of 30th May

Start Date: 

During June 22
