
Job Description   
   

Role Profile        Early Years Funding Officer 

Service/Team   _   Education  

Reports to     Head of Service – Place Planning, Admissions and Capital 

Responsible for    Early Years Funding  

Number of posts    1 – Fixed Term 

Post number    113430 

Career Grade    Grade F 

   
My job improves the quality of life for the people of Bournemouth Christchurch and Poole 
(BCP) by ensuring children have access to a quality local school place.    

Job Overview   

Working closely with early years providers of childcare, schools and colleagues within BCP Council, the 
Early Years Funding Officer will support the operation of Early Years Entitlements ensuring local 
arrangements comply with regulations and assessing and monitoring the eligibility of families to access 
funded childcare places to meet the needs of the children and families we serve.  
 

Key Responsibilities   
 

• Administration of the Early Education Funding in accordance with the requirements as issued by 

the Department of Education. 

• Liaise with Early Years funding providers, members of the public and officers of the Council in the 

provision of advice and information relating to the operation of Early Education Funding. 

• Review and revise the documentation relating to the Early Years Entitlements. 

• Liaise with the BCP Family Information Service to keep up-to-date providers records and to 

ensure that appropriate, clear information and support is available to parents/carers regarding the 

Early Years Entitlements to enable staff to respond to parents’ queries and increase the further 

take up of the Early Years funded places. 

• Liaise with the BCP Family Information Service to ensure the effective brokerage of childcare 

places. 

• Keep abreast of regulations and the Government requirements in relation to the Early Years 

Entitlements. 

• Manage, maintain and regularly review computer databases and statistical data as required, 

ensuring reports are provided in a timely manner. 

• Manage the completion of the information provided as part of the Early Years Census. 

• Deal with day to day enquires from members of the public, the Council officers by telephone, 

email or in person, to provide excellent customer service and satisfaction. 

• Monitor online and paper systems and processes related to the Early Years Entitlements, oversee 

the work of any business support staff in this area and report any concerns to manager in a timely 

manner to avoid the disruption of payments to providers.  

• Process accurate financial payments within published agreed deadlines, to Early Years Providers 

in relation to the Early Years Entitlements, adhering to the agreed Single Funding Formula.  

• To assess eligibility of families to access various funding streams including for disadvantaged 2 

Year Olds, Early Years Pupil Premium, 30 hours funded childcare, Disability Funding Allowance 

and any new schemes introduced by government. 

• Adhere to financial regulations ensuring that all payments are in made in accordance with the 

BCP Council policies, monitoring spending throughout the year, in relationship to intended 

expenditure. 

• Ensure that Childcare Providers have a clear understanding of all Early Years Entitlements 

funding requirements through various methods including dissemination of written information, 

delivery of workshops and attendance at appropriate meetings and briefings to ensure effective 

communication is prioritised and statutory guidelines are adhered to. 



• Respond to and solve a range of complex issues and enquiries from providers and parents in 

relation to the Early Years Entitlements funding compliance and funding claims, ensuring that 

appropriate investigations are carried out and confidentiality maintained at all times. 

• Liaise with internal auditors to ensure they have appropriate information to carry out audit visits to 

providers and follow up on any issues raised through the audit process.  

• Monitor attendance patterns of children accessing their Early Years Entitlements and report 

attendance issues relating to specific children or childcare settings to the Early Education Funding 

Manager in a timely manner to ensure that children are safeguarded. 

• Produce information and reports to officers of the Council in relation to the Early Education 

Funding as requested. 

• Ensure that all procedures and practices are written and developed in accordance with best 

practice to safeguard and promote the welfare of children. 

• Ensure that all procedures and practices are developed in accordance with the Data Protection 

Act 2018, General Data Protection Regulations (GDPR), information sharing procedures, 

Freedom of Information Act etc. 

• Undertake such other duties as may be required from time to time commensurate with the level of 

the post. 

• To comply with all decisions, policies and standing orders of the Council and any relevant 

statutory requirements, including Equal Opportunities legislation, the Health & Safety at Work Act 

and Data Protection Act. 

 
Specific Qualifications and Experience   

• 3 A Levels, NVQ in Business Administration (or equivalent experience) 

• Knowledge of the Council’s constitution, processes and procedures 

• Understanding of early years education and childcare funding mechanisms. 

• Proficient in using IT systems and software, including Microsoft Office; Excel, Word, Outlook and 

other relevant programs. 

• Able to deal with confidential and highly sensitive issues 

• Experience in administration, finance, or a similar role involving data management and reporting 

• High level of accuracy and attention to detail in record-keeping and reporting 

 

Personal Qualities & Attributes 

 

• Ability to manage workloads effectively and meet deadlines 

• Capable of managing multiple tasks, deadlines and priorities effectively  

• Flexible in responding to changing regulations, policies and priorities 

• Use effective interpersonal skills to develop solutions to a range of problems 

• Seek to resolve any barriers to collaborating with others by communicating openly and challenging 

unhelpful behaviour 

• Appreciate diversity in both customers and colleagues and consider their specific needs 

• Team player, with the ability to collaborate and support others, as well as work independently and 

take initiative 

• Committed to learning and developments 

 

 

Job Requirements   

• DBS check 

• Must be able to travel, using public or other forms of transport where they are viable, or by holding 

a valid UK driving licence with access to own or pool car.   

 
This job description is not exhaustive and reflects the type and range of tasks, responsibilities and 
outcomes associated with this post.   

 


