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Rainbow Nursery



 

Job Description

Job Title:
Admin Assistant for a minimum of 16 hours a week with some additional hours when available/needed
Responsible to:
Nursery Manager
Purpose of Job:
To work as part of the admin support team
Main Duties:
Filing and retrieving information and documents

Data entry

Typing letters and minutes from meetings
Answering the telephone and taking messages

Photocopying, laminating 

Updating child records

Liaising with parents

Updating Social Media Outlets

Any other general duties
Person specification

Essential criteria:
GCSE in English & Maths – Garde C/4 or above

Friendly and organised



Articulate and a good communicator
Proficient in using a computer including Word, Excel, and Social Media

Adaptable and flexible

Sense of humour
Well-presented and able to work autonomously and as part of a team 
Financial support such as invoicing and the administration of funding

Liaising with the local authority regarding child funding

Assisting with ad hoc requests

Desirable criteria:
Previous office experience

What we offer

Rainbow Nursery is a busy and active nursery and lunchtime is a great time to support the children in their independence. By joining our team, we can offer the following: 
· Hourly pay based on hours worked (At national minimum wage rates for applicants age) 

· Accrued pro-rata Holiday pay

· Provision to opt into our Pension Scheme NEST 

· 1st set of Uniform provided upon starting date

· Staff induction session

· Fun and enthusiastic children and staff to work with

· CPD 

· Opportunity for further training and development within the nursery

· Free parking

· Discount on child care

· No weekends

