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Job description 

Early Years Learning and Childcare Safeguarding Administration Officer


	Department 
	Children’s Services

	Service 
	Early Years Learning and Childcare Service

	Grade
	D

	Reports to
	Early Years Learning and Childcare Safeguarding Manager

	Responsible for 
	

	Job reference
	JE5974 / GR5974



	Job Purpose 

	To provide high‑quality administrative support to the Early Years Learning and Childcare Service, focusing on safeguarding processes including documentation review, supporting Designated Safeguarding Lead network delivery and Operation Encompass administration. The post holder will ensure accurate, timely record‑keeping, effective communication with Early Years settings, and smooth coordination of daily processes. The role contributes directly to safeguarding young children by supporting information sharing between police, the Local Authority and Early Years providers.


	Context 

	The role supports the Safeguarding Manager and involves liaising with early years settings, the Children’s Advice and Duty Service, and partners to ensure effective information sharing and compliance with safeguarding requirements. Early Years Operation Encompass enables Early Years settings to receive confidential notifications from Norfolk Constabulary when a child has been present at, or affected by, a domestic abuse incident. This allows timely support for the child in line with safeguarding expectations. The role sits within the Early Years Learning and Childcare Safeguarding Team and provides essential administrative capacity to maintain compliance, data accuracy, and effective communication with settings.




	Accountabilities 

	Maintain accurate, up‑to‑date records for Early Years Operation Encompass, ensuring that key data is entered, checked, and stored securely.


	Contact Early Years settings to confirm details, request missing information, and respond to routine enquiries in a timely and professional manner.


	Support the day‑to‑day running of Operation Encompass processes, including monitoring shared mailboxes, handling notifications, tracking responses, and escalating concerns where appropriate. 


	Review safeguarding documentation supporting the Safeguarding Manager.


	Support administration and delivery of Designated Safeguarding Lead Networks.


	Liaise with the Children’s Advice and Duty Service to support information sharing

	Ensure all administrative tasks are completed with a high level of accuracy and attention to detail, including data validation and quality assurance checks.


	Produce routine reports, summaries, and data extracts to support monitoring, evaluation, and audit requirements.


	Liaise with colleagues in the Early Years and Childcare Safeguarding Team to support operational tasks, improving workflow efficiencies and service delivery.


	Follow GDPR, data protection, confidentiality, and safeguarding procedures at all times, ensuring sensitive information is handled appropriately.


	Contribute to improvements in administrative processes, highlighting issues, suggesting changes, and supporting implementation.


	Safeguarding accountability: Promote the welfare of children and ensure that safeguarding principles underpin all aspects of work. Report concerns appropriately in line with Norfolk County Council policies and statutory guidance.




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Excellent administrative and organisational skills
	ü

	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Experience in an administrative role

	ü
	

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	Enhanced DBS check (children’s workforce)

High level of accuracy and attention to detail

Ability to manage confidential and sensitive information appropriately

Strong communication skills, both written and verbal

Ability to prioritise workload and meet deadlines

Proficiency with Microsoft Office and digital record systems

Ability to build positive working relationships with Early Years settings and colleagues

Experience improving administrative processes

Understanding of safeguarding, confidentiality, and data protection

Experience working in an Early Years, education, or safeguarding environment

Experience working with sensitive or confidential information

GCSEs (or equivalent) including English and Maths

Administration or safeguarding‑related training

	ü

ü

ü


ü

ü

ü


ü




ü




ü


ü


	















ü




ü







ü



	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.




	Other Job Information 

	The role may be office‑based or hybrid. It involves handling sensitive safeguarding information and requires strict adherence to confidentiality and data protection.




	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 regards 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.
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