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JOB DESCRIPTION 

Title of Job:
     Data Entry clerk 
Hours 

    24 hours per week term time plus 2 weeks fixed term to 30th September 2018
           Location:                 Hatfield Children’s Centre Group

 
Grade:  
     H3 -  actual annual salary £ 9456.66
JOINING OUR TEAM

Our children centre team are first and foremost family orientated. Our team need to be open and honest individuals, able to quickly empathise and understand the challenges faced by families and quickly provide support and offer potential solutions for families to act upon.  We need our data entry clerk to update and maintain information on computer systems and in archives. It's an important role as information in these systems is only valuable if it is accurate, up to date and useable. Our data entry clerk will be open and honest, show an understanding of safeguarding and a solution focussed approach. We need all the team to be committed to "making a difference" by encouraging families to attend the centres, our office team are required to promote a positive image of the group at all times. As the role combines customer service we need you to demonstrate good communications skills and have an excellent telephone manner.
 

JOB OUTLINE 

1a)  REASON JOB EXISTS

 

· Using Microsoft spreadsheet facilities record all baseline and progress data for all early years education settings in the Hatfield children Centre area. Developing and maintaining good relationships with parent and all early years’ settings to ensure data is shared in a productive manner.
1b)  DUTIES 
· Make contact with all parents of children who are eligible for early years placements through telephone calls. 
· Welcome families and professionals onto the children’s centres sites

· Maintain secure data systems

· Enter all data into the centres data systems

· Develop and maintain effective relationships with settings through telephone contact and face to face visits if necessary

· Gather baseline and progress data of all children accessing early education in the Hatfield Children’s Centre area

· Work closely with the data analysis assistant, the children’s centre administrator and the Group Managers PA to produce data analysis which can be shared with all stakeholders and LA.

· To carry out other administrative and data related duties as required by the group manager

The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary. 

 

 1c)  EQUALITIES   

· Be aware of and support difference and ensure that children have equality of access to opportunities to learn and develop. 

· Demonstrate a commitment to equal opportunities and anti-discriminatory practice.  

 

1d)  HEALTH AND SAFETY 

 

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person. 

 

1e)  DISCLOSURE AND BARRING SERVICE 

 

· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974. An enhanced disclosure will be sought through the DBS as part of Hertfordshire County Council’s pre-employment checks. Please note that additional information referring to the DBS is in the guidance notes to the application form. If you are invited to an interview you will receive more information. 

 

1f)  ADDITIONAL INFORMATION 

 

· The post is part time 24 hours per week Monday to Thursday 9 to 3.30 and subject to local government conditions of service. 

· Flexibility in the hours of work will be necessary in order to meet the needs of the service. 

· A full current driving licence must be held.  

· The postholder will be expected to accept any reasonable alterations that may from time to time be necessary.  
· The base for this role will be spread over the centre area with the proposal that Monday, Tuesday and Thursday at our Runway site on the Hatfield business park and Wednesday at Birchwood Nursery School.
 

2 SUPERVISION 

 The postholder will report directly to the Group Manager
 

3 JOB CONTEXT 

The postholder must be innovative and enterprising in creating, maintaining and developing links with a wide variety of parents and service providers.  All employees of the Hatfield Children’s Centre Group have a responsibility to contribute to and to implement all its Policies and Procedures, especially those concerning Equal Opportunities, Confidentiality, Child Protection, and Health and Safety. Employees are expected to work within the ethos of the Group, have high standards of practice, and a mature and flexible approach to the work.  
	Knowledge 

Excellent working knowledge of ICT systems (word, power point, Excel)
Good knowledge of Data Protection and confidentiality

	Competencies 

Planning and Organising

Communication (written and verbal)

Listening 

Detail Handling

Team working 

Problem solving 


