LONDON BOROUGH OF LEWISHAM

JOB DESCRIPTION

	Designation:  Early Years Online & 

                        Business Manager

	Grade:  P03 


	Reports to:    Service Manager for Early
                       Years Quality and Sufficiency

	Grade: SMG3


	Directorate:   Children and Young People 


	Section: Education Services


Main Purpose of the job:

· To develop, implement and continually improve the processes and systems which help to deliver high quality information and support to schools, PVIs and Childminders via digital platforms. 
· To lead and support on the development of policies and guidance which ensure early years providers receive best value

· To help address and meet the priorities within the local and national indicator sets, including the Children and Young Peoples Plan 

· To support organisational transformation and improvement through working with service areas to innovate, re-design and implement change.

· To develop an understanding of the links between data systems and data reporting.
· To work closely with the Service Manager for Early Years Quality and Sufficiency, as required and work flexibly across all areas of work.
As a Lewisham Officer you will:

1. Be responsible for professional advice and support in the service area to deliver in partnership with others the Council’s vision, values and ways of working.

2. Ensure the delivery of identified service objectives and continuous improvement of service targets.

3. Ensure performance and quality improvement through supporting and nurturing others to lead and manage innovative approaches to achieving results.

Summary of Responsibilities and Personal Duties:
Early Years (EY) online – micro website
1. To take the lead role and responsibility for developing, negotiating and implementing consistent levels of high quality service across the early years online platform. 
2. Lead on the communications aspect of early years online including timeliness, relevancy and content. To liaise with Lewisham council Communications unit where appropriate.
3. Deliver training as required to internal and external stakeholders to ensure that the potential of the platform is maximised and efficiencies are realised

4. To support early years providers with any queries relating to information provided such as the quality improvement framework, early entitlement funding and the family information service.
5. Undertake a range of ICT requests, including arranging log-ons, supporting with the induction of new staff, setting up user accounts, updating web information and ensure up-to-date awareness and skills to perform these tasks 

6. Be the lead for developing and implementing and effective quality assurance regime for the early years on line platform for the quality and inclusion team, family information service and the early entitlement team.
7. To be proactive in anticipating the variety of uses of the platform and ensure that all items posted include information on context so that it is accessible and useful to partners
8. To have a high level of self-awareness and diplomatic skills to develop and sustain key relationships while persuading and addressing sensitive issues.

9. To advise on the collection and quality assurance of performance information to deliver robust data to senior management. 
10. Manage content and work alongside the service manager and senior managers for Quality and Inclusion, Free Entitlement, Family Information Service
11. Manage social media for the service
12. To be part of the Senior leadership team for Early Years Quality and Sufficiency Service
Business and Finance management
13. To present to and engage a range of stakeholders on relevant work areas through clear and effective communication. This could include writing reports, presentations as well as face-to-face meetings.
14. Manage relationships with providers
15. To support and lead as appropriate with regards to providing support to service areas to ensure robust and effective engagement work with stakeholders.

16. To prioritise competing tasks effectively to ensure effective delivery of all key work areas to appropriate timescales.
17. To plan and develop efficient and effective administrative systems and procedures to ensure the smooth running of the Early Years Quality and Sufficiency Service.  

18. Manage the Inclusion fund data and analysis
19. To monitor team, training and conference budgets and provide regular reports to the Service Manager.

20. To manage the corporate card

21. To co-ordinate and monitor and ensure info held securely the corporate card for the service, logging this information into the correct sections of the team budgets.

22. To supervise the organising, co-ordinating and monitoring events such as conferences, team days and the training programme, to include Quality and Inclusion, and early entitlement.  To identify gaps in take up, and to assess and act upon course evaluation feedback.
23. Research and collate information for complaints and Freedom of Information (FOI) requests, liaising with staff and managers to ensure that deadlines are met 

24. Lead on induction and training sessions for new staff 

25. Be aware of and comply with policies and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and data protection (reporting all concerns to an appropriate person) 

26. Manage both routine and more complex enquiries from customers via telephone, face-to-face, web or email in a sensitive, courteous and professional manner, resolving the majority of issues and only referring on to a senior leader when necessary 
27. Support and line manage the Business Systems and Finance Officer and Business Support apprentice posts, providing support and guidance where necessary, ensuring that necessary requirements of the apprentice post are met.  

28. Liaise with the apprenticeship co-ordinator to ensure that tasks, requirements and commitments are monitored, addressing issues quickly and effectively 

To carry out the duties of the post with due regard to the Council’s Dignity at Work Policy and core values.


All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public. 


Assist in carrying out the Council's environmental policy within the day to day activities of the post.


Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to making reasonable adjustments for a disabled postholder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.
Number of partially managed staff: 
Business Systems and Finance Officer x 1
Business Support Apprentice x 1
Grade and number of immediate subordinates: 
1– Scale 6 
2 – Apprentice salary
Internal Contacts: 
· Members, 
· Directors 
· Service Managers from across the organisation
· Headteachers, Business Managers, SAOs and early years staff 

· Managers and staff in early years settings in the Private, Community and Voluntary sector

· Childminders and other providers of early years services.

External Contacts: 
· Platform providers, other Boroughs. 

· A range of suppliers for core council contracts, IT systems etc, 

· Voluntary sector 

· DfE, Ofsted 

· Professional Bodies

· Suppliers of goods and services

· Members of the public
Person Specification

	Job Title:
	Early Years Online & 

Business Manager

	Post No : 52224

	Directorate:
	Children and Young People
	Grade : P03

	

	NOTICE FOR THE CANDIDATE

	

	The person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.  Those categories marked ‘S’ will be used especially for the purpose of shortlisting.  Only those applicants who meet these requirements will be shortlisted.  You should therefore address these fully in your Application Form.



	

	CATEGORY
	ESSENTIAL

REQUIREMENTS

               ‘S’

	Equal Opportunities

Aptitude for extending equal opportunities in service design, improvement and delivery.

Demonstrate commitment to the principles of equality in employment and service delivery

Commitment to implement the Council’s Dignity at Work policies


	S

	Knowledge and Experience 

Knowledge of the current financial and key strategic challenges facing Lewisham, local government and schools.

Experience of effectively devising and implementing solutions to complex challenges and delivering a successful outcome.

Experience leading and motivating multi-disciplinary project teams to achieve successful outcomes.

Knowledge and experience of analysing and presenting data/challenge to senior management to enable effective decision making.

Knowledge and experience of delivering good performance management and implementing tools and techniques to understand the impact of service delivery.

Proven experience of proactively working on own initiative, under pressure to tight timescales, managing and prioritising workload. 

Experience of leading on projects that have explored new models of delivery and delivered significant efficiencies
Excellent political awareness.

Skills in undertaking statistical analysis 

Skills in writing and analysing reports 
Skills in different consultation methods and engagement techniques. 
	S

S

S

S

S
S

	
	

	Able to think, plan and act strategically and develop creative and innovative solutions to complex issues

Able to establish positive relationships with Senior Officers and partners that generate mutual confidence and respect.

Ability to achieve major cultural and organisational change through planning, motivation and negotiation.

Able to lead, build, motivate and manage teams to achieve individual and organisational goals.

Able to influence and negotiate effectively with internal/external partners and agencies and other LA’s.
Able to provide high quality and consistent customer service, advice and support to all customers both internal and external 
Highly developed and effective communication skills – oral, written and presentational

Able to operate within tight financial management including budget preparation and commitment control.


	S
S
S

	Personal Qualities

Able to motivate teams to deliver consistent results, meet objectives and deliver new ways of working.

Personal authority and stature to lead by example, achieve successful outcomes and able to act firmly and decisively.

Able to act corporately and collaboratively.

Inclusive and supportive team player.

A strong commitment to probity, honesty and openness, treating people consistently, fairly and with respect


	S

S



	Circumstances 

Able to attend meetings in the evening and, on occasions, work outside and beyond the normal office hours to ensure deadlines and business objectives are achieved

	

	Physical   
If you are disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and will explore jointly with you if there are ways in which the job can be changed to enable you to meet requirements.

	



