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JOB DESCRIPTION

POSITION:

 
NURSERY ADMINISTRATOR (PART TIME)
ACCOUNTABLE TO: 
NURSERY MANAGER
LINE MANAGER:

DEPUTY CEO
Overall purpose of Post

· To provide a comprehensive range of administrative, secretarial and financial services in support of the Nursery as well as maintain a high standard of customer service and interpersonal skills.
Key Tasks

1.
Administrative

1.1 Handle children’s registration applications, contract changes, maintain a Waiting List and update booking sheets as needed.

1.2 
Ensure that accurate records of all children attending the nursery are kept on the database and online learning journey software.
1.3
Maintain and provide registers and records of all absences.
1.4
Support in the collation and recording of Nursery statistics and other monitoring information, requested by Funders of the Nursery.

1.5
Maintain accurate records of fees as funded by parents, EYEE Funding or other funding.
1.6
Support Manager with information collation for monthly management reports including occupancy figures.

1.7
Deal with parent/carer enquiries, visitors, telephone calls and daily correspondence, where appropriate.

2
Secretarial

2.1 
Provide secretarial support to the Manager and project generally, and act as a reference point for enquiries.

2.2 
To service and attend staff meetings with administrative support plus reports and minutes.

3.
Financial

3.1
Ensure that accurate accounts are kept and organise day to day petty cash transactions. 

3.2
Ensure the Finance Department receive weekly summaries of fees and expenditure for the nursery.
3.3 Ensure invoices are produced in a timely manner and any overdue fees are followed up in line with FSN’s arrears policy.
4.
Organisational

4.1
Ensure excellent customer service at all times.
4.2
Assist in the nursery rooms as directed by the Nursery Manager. 
5.
Publicity

5.1
Assist in preparing a range of nursery publicity material and nursery newsletter.

Other Duties
6.1
To be aware of and work within and promote FSN’s policies at all time and report any issues of concern.

6.2
To attend supervision, training and meetings as and when required.

6.3 
To carry out any other reasonable duties as requested by Management

This Job Description outlines the general ways in which it is expected you will meet the overall requirements of this post.

The list of tasks is not an exclusive one and duties may be varied from time to time.  This Job Description is subject to regular review.
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