
Job description

	Job title: Funding Co-ordinator Assistant
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	Department: Children and Adults
Service: Early Years
Grade: D (Part Time Post – 3 days per week)


	

	1 Job purpose

To support the Early Years Funding Co-ordinator with the local authority’s statutory responsibility to ensure that eligible 9months - 4 yr olds have access to free nursery provision, in line with the Department for Education’s (DfE) statutory guidance, the Childcare Act 2006, The Childcare Act 2016, The Education Act 2011 and School Financial Regulations.  To support the management of funding systems, provision of support and guidance for childcare providers in the maintained and non-maintained sectors, in relation to the statutory funding and to assist with the organisation and facilitation of Early Years Provider briefings.  To actively promote the take up of free entitlement places for children, particularly in deprived areas of the City and for low income families.  To play a key role within the East Midlands, working with neighbouring Authorities mitigating against double funding claims and fraudulent costs to the Local Authority.


	

	2 Principal duties and responsibilities

	1. To support the systems and processes associated with funding the non-maintained sector (private, independent and voluntary) and the maintained sector (schools) to deliver early years ‘free entitlement’ for 9 months - 4 year olds in Nottingham City.   These processes require a high degree of control on a termly basis, adhering to strict deadlines and working in line with the DfE’s ‘Code of Practice’ statutory guidance.  
2. Assist with the accurate management of financial resources allocated for the ‘free entitlement’ including funding for over £25 million per annum.  
3. To support the use and ‘safe-keeping’ of specific data systems, including Capita One, Early Years Provider Portal (secure website) which hold data relating to all children accessing education in Nottingham City.
4. Analyse statistical and research reports, drawing conclusions and recommending and implementing changes to service delivery where appropriate.
5. To support and maintain systems for the allocation of funding, collection and collation of accurate data, relating to children across all Early Years providers in Nottingham City including the non- maintained sector and the Local Authority maintained sector (schools).  
6. Provide support and guidance for the non-maintained sector with regard to the implementation of the ‘free entitlement’.  Assist with regular dedicated forums and one to one visits and also supporting the maintained sector with advice and guidance through attendance at dedicated forums.
7. To represent the Local Authority at regional and national networking group meetings, to share good practice and form effective communication links.
8. To carry out regular Audits by prior arrangement or spot checks, at non-maintained provisions, to ensure correct processes for funding are being adhered to (as stated in the Code of Practice).  Also to provide one to one support on processes/systems for newly registered providers. 
9. To regularly liaise and develop links with other departments within the Local Authority departments, external agencies and key partners.  Effectively working with the Local Authorities Families Information Service (FIS) to deal with parental concerns and other enquiries from members of the public with regard to the ‘free entitlement’.  


	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy, The Smoke Policy   and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act.

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder: 0

	

	7. Post holder’s immediate supervisor: Early Years Funding Co-ordinator

	

	Prepared by/author:
Kathryn Bouchlaghem
Date: 1st September 2025 

	Job title: Early Years Manager


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.
Signature:







Date:


Person specification

	Job title: Funding Co-ordinator Assistant



	Department: Children and Families
Service: Early Years
Grade: D 

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Knowledge
	· Awareness of the social and economic factors affecting families with young children and childcare providers.
· Knowledge of IT systems and their application

· Awareness of finance and funding processes
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	Experience 
	· Experience of working with management information systems to manage the administration of large scale funding to multiple organisations 

· Willingness to learn about  working with parents and providers to help identify solutions to their funding related concerns 
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	Skills and Abilities
	· Ability to communicate effectively to a variety of customers both internally and externally at different business levels

· Organising and prioritising skills/use of initiative

· Problem solving skills with an effective level of accuracy



· Extensive experience of Microsoft Excel
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	Skills and Abilities – other

	· Commitment to team work

· A commitment to providing good customer service 
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	Work to promote mutual respect and good relations
	· Awareness of the needs of employees and those working within a multi ethnic environment, with disabilities or who feel excluded by their past experience, income or situation.

· The desire to create a working culture which values creativity, sensitivity to need and openness, with access to knowledge and services.
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	Work Related Circumstances


	· Willingness to comply with the City Council’s non-smoking policy.

· Willingness to work outside normal office hours

· Be willing to undertake further training and development as necessary in order to enhance service delivery
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	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Kathryn Bouchlaghem

Date: 15th October 2013  

	Job title: Early Years Manager



