	
                      
RENFREWSHIRE COUNCIL

CHILDREN’S SERVICES

JOB OUTLINE


	SERVICE:  
	Children’s Services 
	SECTION:
	Early Learning and Childcare 

	POST TITLE:
	ELC Assistant Operations Officer 
	POST ID:
	

	GRADE:
	GR7
	LOCATION:
	Renfrewshire House 

	REPORTING TO:
	Education Manager – Early Learning and Childcare 



	Principal Role

	The central purpose of this post is to:

· To support the Operational Manager in the effective delivery of Early Learning and Childcare (ELC) services across Renfrewshire. 
· Assist with admissions, day care provision, workforce compliance, data management, and partnership working, ensuring high-quality, accessible and efficient operational support for children, families and providers.
· The role will contribute to service planning, quality improvement and statutory compliance, ensuring processes are implemented consistently and effectively across the service




Main Functions:

· To support the management of ELC admissions, day care and wraparound care provision.
· To assist in the development, maintenance and sharing of accurate and accessible ELC information with families and partners across Renfrewshire.
· To gather, analyse and present operational data to support service delivery, planning and continuous improvement.
· To support workforce compliance with Scottish Social Services Council (SSSC) requirements.
· To support partnership working with the private and voluntary sector.
· To provide line management and supervision, where delegated, and contribute to a supportive team environment.

Key tasks for which the post holder will be responsible:
· To support the admissions process for children from birth to 5 years, ensuring processes are followed accurately and consistently.
· To support communications related to admissions and placement allocation.
· To assist with the operational day-to-day management of daycare and wraparound care provision.
· To liaise with childcare providers and other agencies regarding placements, reviews and changes in provision.
· To collect and maintain accurate operational data relating to admissions, uptake, demand and workforce information.
· To prepare routine statistical reports on nursery admissions, wraparound care and out-of-school care.
· To contribute to data analysis to inform service planning and quality improvement activity.
· To support workforce planning by maintaining accurate records of staff qualifications and SSSC registration.
· To assist in audits of the ELC workforce and contribute to compliance reporting.
· To support the management of the SSSC register for the Council’s early years workforce.
· To assist in the coordination of training activity, including maintaining a training calendar and liaising with providers.
· To support partnership engagement with private and voluntary childcare providers.
· To manage and share information from the Care Inspectorate regarding new registrations, cancellations and service changes.
· To support the development and maintenance of ELC information for families and partners.
To ensure enquiries are responded to accurately and promptly, escalating complex issues as required.
· To promote consistent messaging across ELC operational services.
· To contribute to the development and review of operational policies and procedures.
· To support service improvement initiatives and implement agreed changes..

This description is indicative of the nature and level of responsibilities associated with this job.
It is not exhaustive and the job holder will be required to undertake other duties and responsibilities commensurate with the grade. 




