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	Job Title:

Maths Through Picture Books Programme Administrator 

	Service Area:



	Directorate:

	Post Number:

	Evaluation Number:

	Grade: Scale 4

	Date last updated:
January 2026




	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.


	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.



Overall Purpose of Job
To provide high-quality administrative, financial and organisational support to the Maths Through Picture Books (MTPB) programme, ensuring effective coordination of project activity, communication with participating schools, and smooth delivery of programme training and evaluation.
The role supports the delivery of a research-informed early years programme designed to improve children’s understanding of number through shared reading of picture books

Key Responsibilities:

· To support recruitment to the programme by actioning the MTPB recruitment strategy and helping to achieve the recruitment target before September 2026. This includes maintaining a recruitment tracking spreadsheet and creating lists of contacts.
· To act as the first point of contact for early years practitioners, settings and schools participating in the MTPB Programme, once underway in September 2026
· To monitor messages across a range of platforms, including phone, email, WhatsApp and social media and respond promptly in a proactive and informed way, seeking the input of the project lead where appropriate 
· To maintain calendars and other necessary systems and databases for the efficient running of the programme.
· To order supplies and resources and maintain records of financial transactions.  
· To work in co-operation with other staff as appropriate, to provide a customer focused service. 
· To support the maintenance of a programme delivery spreadsheet which holds participants contact details, engagement and evaluative information.
· Support the accurate recording of the grant, collating evidence of spend and submission of monitoring documents by the agreed deadlines.


Job Context

1. The post holder reports to the Deputy Headteacher, strategic lead for the Research School and Stronger Practice Hub.

2. The post holder has no line management responsibilities.

3. The post holder may be required to carry out work at different venues

4. The post holder may be required to work occasional evenings or weekends, on a flexible basis
 
Key Tasks and Accountabilities:

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder.  This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

1. To be knowledgeable and up-to-date about early years practice, the diversity of the sector, and the range of training and other opportunities available.

2. To understand safeguarding responsibilities in the widest sense, including Keeping Children Safe in Education. 

3. To deal positively with all service users, responding to enquiries promptly, courteously, and with the correct information.

4. To maintain and report on records of engagement and participation

5. To raise orders, prepare payments and process invoices as directed by the project lead.

6. To assist in ordering, paying for and monitoring resources. 

7. To attend training and briefing sessions as required and apply the information acquired diligently to relevant areas of work.

8. To organise and attend meetings, taking appropriate minutes and undertake necessary follow up work.

9. To assist in the organisation of training events, in particular to contact participants, booking venue and ensure the training event runs smoothly. 

10. To assist in establishing administrative systems to support the operations and objectives of the MTPB Programme.

11. To assist in obtaining, updating and processing information about service users. Adhering to the principles and legal requirements with respect to data protection and privacy, and maintaining strict confidentially with regard to all information.

12. To prepare and proof-read communications and documents, as required by the delivery team, ensuring that all communications are appropriately worded and of a high standard.

13. To support the preparation and maintenance of a MTPB programme webpage.

14. To post items on a range of social media platforms and through a range of channels, as instructed by the project lead, including: MailChimp, WhatsApp, X, Bluesky, Facebook, Instagram, LinkedIn and email. To monitor comments daily to ensure that platforms include only professional dialogue, discussion and debate. To remove comments and/or block users and/or refer concerns to the lead as appropriate. 

15. To develop and maintain systems and standard procedures for the project, under the direction of the lead, including health and safety, asset registers, systems, booking systems for venues and rooms, etc. 

16. To undertake any other duties that are in line with the purpose and grade of the post as may be required from time to time.
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	Job Title:

MTPB Programme Administrator

	Service Area:



	Directorate:

	Post Number:

	Evaluation Number:

	Grade: Scale 

	Date last updated:
January 2026




	IMPORTANT INFORMATION FOR APPLICANTS

	
The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.
 



	
CRITERIA

	
METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.


	PROTECTING OUR STAFF AND SERVICES

	Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role.  All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.


	
KNOWLEDGE:

· Knowledge of the early years and wider education system.

· Knowledge and understanding of administrative systems.

· Excellent literacy and numeracy skills.

· Excellent knowledge of IT packages and systems.

	


Application Form/ Interview


Application Form/ Interview


Application Form/ Interview/Test

Application Form/ Interview/Test


	
OTHER SPECIAL REQUIREMENTS

· This post is subject to a DBS enhanced disclosure. 

	


Satisfactory clearance at conditional offer stage


	QUALIFICATIONS:

· Experience of administrative work and use of IT systems.

· Relevant qualification.

	

Application Form/Interview


Certification


	
EXPERIENCE:

· Experience of working in the early years sector, ideally including administrative experience.

· Experience of dealing with a range of enquiries from members of the public and other professionals.

	


Application Form/ Interview



Application Form/ Interview



	SKILLS & ABILITY:

· Proven track record of very good administrative skills

· Ability to work independently and as part of a team.

· Proven track record of delivering against set objectives.

· Ability to communicate clearly to a wide range of people.

· Sound IT skills in communications, social media, word processing and Excel. Ability to maintain and interrogate information systems.

· Sound knowledge of the importance of maintaining accurate and robust data/information

· Ability to prioritise workloads and meet deadlines.

· Ability to develop and maintain good working relationships with colleagues and other professionals.

· Ability to input data quickly and accurately.

· Ability to provide basic system reports.

· Experience of and ability to respond quickly to changing circumstances whilst maintaining a clear view of overall priorities
· Ability to manage conflicting deadlines and to work well under pressure.

	

Application Form/ Interview

Application Form/ Interview

Application Form/ Interview


Application Form/ Interview/Test


Application Form/ Interview



Application Form/ Interview


Application Form/ Interview/Test

Application Form/Interview


Application Form/Interview/Test

Application Form/ Interview

Application Form/ Interview


Application Form/ Interview/Test

	
PERSONAL STYLE AND BEHAVIOUR:

· Willingness to work flexibly and collaboratively as required to meet changing service needs.

· Self-starter with good motivation to complete tasks.
· 
· Demonstrates high standards of integrity, honesty and fairness expected in public services.
· 
· Strong personal commitment to equal opportunities.
· 
· Strives for continuous performance improvement and achievement and encourages others to do so.


	


Application Form/ Interview


Application Form/ Interview

Application Form/ Interview


Application Form/ Interview

Application Form/ Interview
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