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Job description 

Child Employment and Entertainment Support Assistant


	Department 
	Children’s Services

	Service 
	Child Employment and Entertainment Team

	Grade
	D

	Reports to
	Senior Child Employment and Entertainment Officer

	Job reference
	



	Job Role

	The postholder will provide high‑quality administrative support to the Child Employment and Entertainment Team, ensuring that all licence and permit applications are processed efficiently, accurately, and within statutory timescales.


	Context

	Working closely with the Team Manager, the postholder will manage incoming enquiries, maintain clear and compliant records, coordinate documentation from applicants and schools, and support the smooth running of day‑to‑day operations. The role will be central to helping the team deliver a responsive, child‑centred service that meets legal requirements and organisational standards.


	Other Job Information (e.g. any special factors or constraints) 

	As the postholder may be required to offer administrative support to the wider service, they will be required to successfully complete an Enhanced Disclosure & Barring Service including Barred List Check. 





	Accountabilities

	Process child performance licences, chaperone registrations, work permits, and Body of Persons Approval (BOPA) documentation within statutory and internal timescales, and support the issuing of permits, licences and letters using approved templates.

Ensure all application paperwork is complete, accurate and compliant, liaising with applicants to request outstanding documentation and clarify information where required.
 
Act as a first point of contact for enquiries from parents, schools, production companies, employers, and partner agencies, referring to the team manager where appropriate.

Provide clear, courteous, and accurate information about statutory requirements and local processes. 

Assist in monitoring application volume, deadlines, and workflow, raising concerns about delays or risk issues promptly. 

Maintain accurate case records, digital files, and tracking spreadsheets, ensuring auditability and GDPR compliance.

Participate in relevant training, supervision, and development activities. 

Provide flexible administrative cover within the wider service area when required. 

Carry out any other duties commensurate with the grade and nature of the post.




Person specification
	Qualifications

	Essential
	Desirable

	Good standard of Education (5 GCSE Grade C or above in English and one other subject or equivalent) and demonstrable ICT skills
	RSA/OCR Typing and/or word processing Stage 2 or similar

NVQ 2/3 in Business Administration

	

	Experience

	Essential
	Desirable

	Significant experience working in an office environment.
	Experience of developing, monitoring and evaluating administrative systems

	

	Skills/knowledge

	Essential
	Desirable

	High levels of numeracy, literacy and IT skills

Able to demonstrate appropriate customer care in compliance with NCC customer care standards

Able to demonstrate appropriate organisation and time management skills

Ability to support change and transitions within the working environment

	Awareness of relevant child employment and child performance policies

Working knowledge of social care and education management information systems. 




The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.

General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.

Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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