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The purpose of the Job Description and Person Specification is to provide information about the role and the skills required for success. 
	Job details

	Job title:
	Administrative & Outreach Assistant (permanent and full-time)

	Directorate:
	Wentworth Nursery School and Children’s Centre

	Reporting to:
	Community Services Manager

	Grade:
	Scale 4 (31,980.00 - 33,384.00)

	Job description

	
	Main purpose of the post:

To provide a professional, welcoming and efficient reception and administrative service for the Children's Centre, supporting the smooth day-to-day operation of services.
To support communication, publicity, outreach and engagement activities that promote Children's Centre services, encourage participation and strengthen relationships with local families and community partners.


	
	Main Duties and Responsibilities
Reception & Customer Service
· Act as the first point of contact for parents, carers, visitors, professionals and partner agencies.
· Welcome visitors in a professional, friendly and inclusive manner, ensuring safeguarding and visitor procedures are followed.
· Respond to telephone, email and face-to-face enquiries, providing accurate information and signposting clients to appropriate services and activities.
· Take and relay messages accurately and efficiently. 
· Maintain visitor records and support health and safety procedures, including emergency evacuation arrangements. 
· Support the opening and closing of the Centre as required.
Administrative Support
· Provide efficient administrative support to Children’s Centre colleagues.
· Support registration, attendance and data collection, and ensure information is entered accurately and in a timely manner.
· Maintain databases and management information systems.
· Produce correspondence, reports, spreadsheets, presentations and other documentation.
· Organise appointments, meetings, room bookings and calendars as required.
· Undertake photocopying, scanning, filing and other general office duties.
· Support financial administration activities, including purchasing and record keeping as required.
· Handle confidential information appropriately and in accordance with GDPR and organisational policies.
Communication, Publicity & Community Engagement
· Support the creation and distribution of publicity materials and promotional resources, ensuring all communications are accurate, inclusive, up to date and aligned with organisational branding.
· Assist with the creation and distribution of publicity materials, social media content and information resources, ensuring communications are accurate, accessible, up to date and consistent with organisational branding. 
· Support the maintenance and updating of communication channels, including websites, social media platforms, information screens, displays, noticeboards and information points. 
· Assist with the planning, promotion and delivery of events, workshops, consultations, family activities and outreach opportunities. 
· Welcome and support families accessing services and help promote participation among families who may be less likely to engage. 
· Support the distribution of information and promotional materials throughout the local community. 
· Assist in gathering feedback from families, partner organisations and stakeholders to support service improvement. 
· Maintain accurate communication, outreach and engagement records as required.
Monitoring, Evaluation & Quality
· Support the collection and maintenance of accurate service user, attendance and engagement records.
· Assist in the preparation of reports, statistics and information required for monitoring and evaluation purposes.
· Contribute to the continuous improvement of administrative systems, communication methods and customer service arrangements.
General Responsibilities
· Be alert, observant and well-informed about educational and social issues affecting local children, families and community.
· Be well informed about the range of local services and wider support available to appropriately signpost families. 
· Work in a non-discriminatory way, promoting equality of opportunity and inclusion for all families.
· Comply with all safeguarding, health and safety, equality, diversity, inclusion, data protection and confidentiality policies and procedures.
· Participate in staff meetings, supervision, performance management, training and professional development.
· Contribute positively to the wider work of the Children’s Centre.
· Work flexibly when required, including occasional work outside normal office hours.
· Undertake any other reasonable duties commensurate with the grade of the post, as requested by the Children’s Centre manager or the Headteacher.
Working Environment
· The post may involve visits to community venues and partner organisations within the local area. 
· The post may require transportation of publicity material, displays and resources for events and outreach activities.
· The post holder will work both within an office/reception environment and out in the local community.
This is a description of the main duties and responsibilities of the post at the date of production. The duties may change over time as requirements and circumstances change. The person in the post may also have to carry out other duties as may be necessary from time to time.



	Job title:
	Administrative, Reception & Outreach Assistant

	

	Person Specification

	Essential
	Desirable

	Qualifications
	
	

	
	Educated to A-Level standard or equivalent qualification.
	
	

	
	GCSE English and Mathematics (Grade 4/C or above) or equivalent.
	
	

	
	Evidence of continuing professional development relevant to administration, communications, customer service or community engagement.
	
	

	
	Appointment is subject to satisfactory Enhanced Level Disclosure and Barring checks.
	
	

	
	NVQ Level 3 or equivalent qualification in Business Administration, Customer Service, Communications, Marketing, Community Engagement or a related subject.
	
	

	
	Training in social media, digital communications or marketing
	
	

	
	Relevant safeguarding training.
	
	



	Experience
	
	

	
	Experience of working in an administrative, reception or customer service environment.
	
	

	
	Experience of communicating professionally and sensitively with members of the public from diverse backgrounds.
	
	

	
	Experience of maintaining accurate records and using electronic information systems.
	
	

	
	Experience of using Microsoft Office applications and digital communication tools.
	
	

	
	Experience of using Canva (or similar software) and social media platforms or similar communication tools.
	
	

	
	Experience of supporting publicity, communication or engagement activities. 
	
	

	
	Experience of engaging with families, service users and members of the public in community, education, health, outreach or customer service settings.
	
	

	
	Experience of supporting events, community activities or outreach programmes
	
	

	
	Experience of using management information systems.
	
	



	Knowledge
	
	

	
	Understanding of safeguarding, confidentiality and data protection requirements.
	
	

	
	Awareness of the needs of diverse, multicultural communities.
	
	

	
	Understanding of the importance of excellent customer service and community engagement.
	
	

	
	Basic knowledge of health and safety responsibilities in the workplace.
	
	

	
	Knowledge of Children’s Centre, family support or early years services.
	
	

	
	Knowledge of local services available to children and families.
	
	

	
	Understanding of digital communication and engagement techniques.

	
	



	Skills
	
	

	
	Excellent verbal and written communication skills.
	
	

	
	Strong ICT skills, including Microsoft 365, Google Workspace and database systems.
	
	

	
	Strong organisational and administrative skills with attention to detail and accuracy.
	
	

	
	Excellent interpersonal skills with the ability to establish positive relationships with families, colleagues and partner organisations.
	
	

	
	Ability to maintain confidentiality, discretion and professional boundaries.
	
	

	
	Ability to work effectively both independently and as part of a team.
	
	

	
	Ability to prioritise workload and meet deadlines.
	
	

	
	Ability to communicate confidently and professionally with a range of audiences.
	
	

	
	Ability to produce accurate and engaging communications using digital tools and social media platforms.
	
	

	
	Ability to remain calm and effective when dealing with competing priorities and challenging situations.
	
	

	
	Skills in photography, video editing or digital storytelling.
	
	

	Personal Attributes

	Friendly, approachable, culturally aware, professional manner.
	
	

	Commitment to providing excellent customer service.
	
	

	Organised, reliable and self-motivated
	
	

	Flexible and adaptable approach to work.
	
	

	Confidence in engaging with families, professionals and community partners.
	
	

	Commitment to equality, diversity and inclusion.
	
	

	Commitment to safeguarding and promoting the welfare of children and families.
	
	

	Enthusiasm for supporting positive outcomes for children, families and communities.
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