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JOB DESCRIPTION

	Job title
	Childcare Offer Lead

	Directorate
	Education, Leisure & Lifelong Learning

	Section
	Think Family Partnership

	Reporting to
	Early Intervention Manager

	Salary and grade
	£34,811 - £38,510 per annum  Grade 7

	Hours per week
	 37 hours per week

	Contract type
	 Temporary Grant Funded to 31st March 2027

	Location of post
	 Hybrid, Port Talbot Civic Centre base

	Benefits
	25 days holiday entitlement, rising to 32 after 5 years’ service
8 bank holidays plus one extra statutory day
Local Government Pension Scheme
Cycle to Work Salary Sacrifice Scheme
Relocation Scheme (subject to conditions)
Hybrid Working (for some roles)
See our ‘Reasons to work for NPT’ document in the attachments

	Date reviewed
	November 2026




	Number of staff directly supervised by post holder
	Childcare Offer Support Officer(s) 

	Main purpose of the post
	To support the delivery of the Childcare Offer within Neath Port Talbot.

To make links across the Authority with the childcare sector, schools, umbrella organisations, parents/carers, children and other stakeholders.

Ensure the relevant stakeholders are fully engaged with the development of the offer. 

To monitor delivery of the offer to ensure maximise uptake from families in Neath Port Talbot.


	Main duties and responsibilities
	1. Responsible for the co-ordination, implementation and monitoring of The Childcare Offer in NPT.
2. Responsible for ensuring that the Council is fully compliant with terms and conditions of funding related to the Children Offer, including Admin and Additional Support Grant funding.
3. Responsible appropriate use of systems for application, provider engagement and participation, checking parents’ eligibility - initially and ongoing.
4. Ensure the eligibility of parents and monitoring the quality of eligibility checking, addressing issues as necessary.
5. Monitor the take up of the offer, providing accurate data and timely reports to both Local Authority and Welsh Government. 
6. Evaluation of the effectiveness and the impact of the offer and provide accurate and timely reports to the Local Authority and Welsh Government 
7. Responsible for the financial administration for the Offer, 
8. Attend key meetings regarding the early implementation of the Offer, including national, regional and local meetings
9. Liaise as appropriate with Education Colleagues, Welsh Government officials responsible for overseeing the offer.
10. Engage with key stakeholders to support understanding of how the offer is operating and the impact in NPT.
11. Engage with other local authorities to share any issues, solutions and good practice.
12. Have a solution focused approach to problem solving and achieving positive outcomes.
13. Conduct meetings and undertake presentations as necessary to inform parents / providers in NPT about the Offer.
14. Support providers in the delivery of the offer by undertaking site visits and with any necessary compliance issues.
15. To prepare for, facilitate and provide central and in-setting training, conferences and meetings for the Childcare Offer delivery. 
16. Manage comments / complaints in an appropriate manner, ensuring these are logged and dealt appropriately.
17. Manage the Childcare Offer email account ensuring that queries etc. are responded to quickly and appropriately.
18. Ensure that Childcare Offer social media messages are shared as a means of providing updates and information for parents and stakeholders. 
19. Work as a team in progressing initiatives and public relation tasks associated with childcare / play / Early intervention.
20. Support the undertaking of both Childcare and Play Sufficiency Assessments and refreshes as required.
21. Work collaboratively with other Early Intervention & Partnership teams to provide co-ordinated early intervention services to families in Neath Port Talbot.
22. Undertake regular budget monitoring exercises.
23. Embrace and engage in partnership / multi agency working at every level to benefit the work of the team. 
24. Write comprehensive reports, plans, bids and progress updates as necessary.
25. Support the work of NPT Family by providing information for enquirers, supporting outreach opportunities and sharing updates on the Offer.

26. Management:
27. To line manage the Childcare Offer Admin Officer(s), ensuring the effective administration of the Childcare Offer in NPT.  

28. General:
29. Contribute to the overall ethos/work/aims of The Childcare Offer for Wales and the wider Early Intervention & Partnerships service.
30. Attend and participate in various meetings as required.
31. Participate in training and other learning/CDP as required - 
32. Recognise own strengths and areas of expertise and use these to advise and support others.
33. Provide appropriate guidance, support and mentoring to assist the Childcare Offer Administrator(s) and other childcare staff as appropriate.

34. Corporate:
35. To participate actively in supporting the principles and practice of equality of opportunity as laid down in the organisation's Equal Opportunities Policy.
36. To take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions and to comply with all health and safety legislation, as appropriate. 
37. As a term of your employment, you may be required to undertake such other duties and/or times of work as may reasonably be required of you, commensurate with your grade or general level of responsibility within the organisation, at your initial place of work or based at any other establishment.


	Standards of performance
	


	Authority
	


	Additional information
	
This is an outline description of the job as it presently exists. The job description will be examined periodically and updated to ensure that it relates to the job as then being performed or to incorporate any changes that are proposed by the Authority. Any such changes will be subject to consultation with the post holder. It will be the Authority’s aim to reach agreement to reasonable changes. If agreement is not possible, the Authority reserves the right to insist on changes, following consultation. 
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PERSON SPECIFICATION
	Job title
	Childcare Offer Lead

	Directorate
	Education, Leisure & Lifelong Learning

	Section
	Think Family Partnership



Introduction
The purpose of this document is to enable you, as a candidate, to consider whether or not you have the attributes, which are required for appointment to this post.  Please note that this document indicates those attributes that are considered to be essential to undertake the duties and responsibilities of this post and those that are merely desirable.  If you do not possess any of the attributes that are desirable, this does not mean that you will not be considered for interview or subsequent appointment.

	ATTRIBUTES
	ESSENTIAL/
DESIRABLE
	METHOD OF EVALUATION

	Work experience
	1. Experience of setting up and/or developing systems and processes.
2. Experience of conducting effective and innovative stakeholder engagement opportunities.
3. Significant experience of effective team working and an awareness of the characteristics of effective teamwork.
4. Minimum of 2 years’ direct experience of working, delivering or liaising with the childcare sector, including providers, parents, schools and CSSIW/CIW.
5. Experience of actively engaging with service users through social media and the internet.
6. Experience of implementing child protection policies and procedures.
7. Experience of multi-agency working at a range of levels.
8. Experience of holistic childcare grant processes, development and administration.
9. Specific experience of grant eligibility monitoring and adherence to grant-specific criteria, including effective communication with successful and unsuccessful applicants.
10. Experience of grant and general evaluation processes.
	Essential


Essential


Essential



Essential




Essential


Essential


Essential

Desirable


Desirable





Desirable




	Application form / Interview

Application form / Interview

Application form / Interview


Application form / Interview



Application form / Interview

Application form / Interview

Application form / Interview
Application form / Interview

Application form / Interview




Application form / Interview


	Knowledge
	1. In-depth and specific knowledge of the childcare market.
2. Robust knowledge of CIW regulatory processes.
3. Working knowledge and understanding of childcare sufficiency and addressing identified gaps.
4. Working knowledge of the Children Act, Childcare Act, All Wales Child Protection Procedures, CIW registration, Social Services and Well-being Act, Data Protection Act and regulatory processes for childcare.
5. Geographic knowledge of Neath Port Talbot in relation to childcare provision.
	Essential

Essential

Essential



Essential








Desirable
	Application form / Interview
Application form / Interview
Application form / Interview


Application form / Interview







Application form / Interview

	Education and training
	1. Educated to degree level or evidence of achievement of further learning at NVQ Level 4 or above in Advice and Guidance, Leadership and Management or Customer Services.
	Essential
	Application form / Interview

	General skills/abilities
	1. Substantial IT experience, including all Microsoft applications.
2. Ability to use information systems, including databases.
3. Excellent communication skills, including verbal, written and presentation skills.
4. Ability to prepare and complete clear, concise reports to set deadlines.
5. Ability to prioritise work according to need.
6. Ability to work in an appropriate and sensitive manner, maintaining confidentiality and impartiality.
7. Courteous and responsive to the needs of individuals.
8. Well-developed interpersonal skills.
9. Personal integrity of a high order.
10. Ability to work on own initiative as well as part of a team.
11. Good organisational skills and ability to meet set deadlines.
12. Ability to work flexibly, creatively and imaginatively within available resources.
13. Ability to delegate and use initiative.
14.  Ability to work under pressure and be resilient.
	Essential


Essential

Essential


Essential


Essential

Essential


Essential

Essential

Essential
Essential

Essential

Essential


Essential

Essential

	Application form / Interview

Application form / Interview
Application form / Interview

Application form / Interview

Application form / Interview
Application form / Interview

Application form / Interview
Application form / Interview
Application form / Interview

Application form / Interview
Application form / Interview

Application form / Interview
Application form / Interview

	Other requirements
	1. Full driving licence and access to suitable transport.
2. Willingness to travel for work purposes across the county to visit childcare settings and to other Welsh counties, as appropriate.
3. Commitment to equal opportunities and anti-discriminatory practice.
4. Ability to participate effectively in regular supervision and annual appraisal.
5. Ability to maintain a flexible approach to work.
6. Able to work some evenings and weekends as the role requires.
	Essential

Essential


Essential


Essential


Essential

Essential

	Application form / Interview
Application form / Interview

Application form / Interview

Application form / Interview

Application form / Interview

Application form / Interview


	Welsh language
	Welsh language skills are desirable. The post holder should have the ability to communicate in Welsh.
	Not required
	Application form

	DBS requirement
	This post is subject to an Enhanced DBS check.
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Collaborative
We work with our citizens and our partners because together we can achieve more


Confident
We are optimistic and confident about the future


Caring
We care about you, your life and the future of our county borough


Connected
What matters to you matters to us


Our Values
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