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Job Description
 Centre Assistant, Grade 2
Reports to: Assistant Headteacher for Early Years/ Locality Lead
Key Role Descriptors: 

The role holder will work as part of a Children’s Centre Team at Barlow Hall Primary School, providing an efficient and welcoming service to all users of our Children’s Centre working across our locality.

The role holder will contribute to the smooth running of the Children’s Centre by providing practical support that ensures resources are available and organised to meet the requirements of service delivery.
Key Role Accountabilities: 
To provide an efficient, courteous and helpful customer and reception service to all users of the centre and deal efficiently and courteously with all queries and correspondence, both written and verbal, from a wide range of internal and external customers.

Use initiative and established procedures to resolve queries at the first point of contact or escalate when appropriate within agreed timescales and procedure.

Maintain centre monitoring systems, ensuring information is recorded efficiently and accurately and where appropriate share relevant information with staff team and partner agencies.

Monitor and maintain centre resources including office stationary and equipment ensuring any procurement needs are identified and addressed in a timely manner.

Ensure the efficient management, general maintenance, and security of the building, reporting any identified risks or issues as appropriate.  

Proactively participate in safeguarding service users reporting any concerns to the appropriate member of the team.

Proactively participate in new initiatives and future changes in service delivery. 

Personal commitment to continuous self-development and service improvement.

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Where the role holder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  
Centre Assistant – Key Competencies and Technical Requirements
Behavioural Competencies 
· Demonstrating resilience: Works hard, demonstrating persistence and determination
· Working Together: Invests time in building  relationships with the public, colleagues and  service users 
· Personal Responsibility: Contributes fully to providing the best service possible
· Positively Aspiring: Goes above and beyond the agreed high standards and expectations

Generic Skills
· Communication skills  Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and medium, listens attentively to views and issues of others. 
· Analytical Skills  Able to identify potential problems or errors when considering responses to situations
· Planning and Organising  Provides work on time and to required standard and is capable of prioritising own workload in order to meet deadlines.

· Problem Solving and Decision Making  Ability to interpret basic rules and guidelines in order to resolve queries
· Creative Skills Ability to find solutions to situations that are presented of a routine nature
· Administrative Skills Good level of literacy and numeracy skills to undertake calculations and produce letters and other documentation

Technical requirements (Role Specific) 
Consent to and apply for an enhanced disclosure check

