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Job Description and Person Specification


Education Quality Assurance Intervention and Regulation Support Assistant
	Department
	Children’s Services

	Section/Service
	Independent Statutory Services, Assurance & Practice

	Location
	County Hall

	Grade
	D

	Responsible to
	Senior CME Officer

	Effective date
	August 2026 



	Role and Context 

	Role

	To support the work of the Education Safeguarding, School Attendance and Children Missing Education Teams in the effective delivery of the Local Authority’s statutory duties in these areas to promote the safeguarding and welfare of children. To work across these teams as required to ensure that relevant information received by the Teams is processed efficiently and information for education settings is up to date and easily accessible.


	Context

	To support the Service by ensuring that a range of statutory and administrative processes are applied/followed. This will include pupil deletion and new pupil returns, safeguarding training administration, support for Operation Encompass delivery and school attendance functions. 


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

	As the postholder will be required to offer administrative support to the delivery of Operation Encompass, they will be required to successfully complete an Enhanced Disclosure & Barring Service including Barred List Check. 




	Accountabilities

	Support the Education Safeguarding, Children Missing Education and Attendance Team with all aspects of the administration which may include maintenance of training databases, administration of training events and networks, processing statutory returns for CME and attendance. 

	Under the direction of their line manager, work flexibly to provide support across the three teams as needed to ensure appropriate cover is available to support statutory duties.

	Be the conduit for queries received via Team mailboxes and disseminate or respond as appropriate in a timely manner.
Support the Team to ensure that the relevant pages of the Norfolk Schools’ and Learning Providers’ website are up to date and reflect current guidance. 

	Provide advice to schools on compliance with training requirements.

	Utilise, maintain and input data into a range of systems including Synergy and Liquid Logic, ensuring these are up to date and accurate.

	Be first point of contact for day-to-day communication with educational settings, parents, colleagues, clients and other agencies, ensuring the information you provide is up to date, accurate and in line with data protection policies.

	Ensure that confidential and sensitive information and personal records are held in a secure environment.

	Administer the planning and organising of events/meetings and undertake all associated work, including minutes.

	Using NCC financial systems order items/services in line with agreed policies and process invoices to ensure timely payment. Process invoice requests and journals when required to provide support across the team when required.



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

	Knowledge of financial systems

Working knowledge of social care and education management information systems. 

Awareness of relevant education policies





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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