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Job Title:
Funding Policy and Systems Officer

Role Profile Number:
ENN42

Grade: N

Date Prepared: August 2018

Salary:
Directorate/Group: Reporting to:
Education Strategic Commissioner — Early Years and Childcare

Structure Chart attached:

No

Job Purpose

To manage the payments process for all Early Years and Childcare providers. To generate regular data
and management information to provide the evidence base to inform local decisions and report on take
up to stakeholders.

To lead system improvements across the education department, ensuring Capita One is being used in the
most efficient way and meets service requirements in line with policy changes.

Key Accountabilities

Delegated responsibility to make financial payments to registered providers for the delivery of early
years funded places. To calculate and ensure accurate and timely payments are made to all eligible
providers in line with the statutory requirements for the provision of free early education places for 2, 3
and 4 year olds.

To lead and manage communication with providers with all aspects of early years funding. Providing
expert advice and guidance to ensure providers understand the process for accessing early years funding.
Act professionally; representing the Council to ensure the process is effective and easy to use so to
ensure it isn’t as a barrier to providers accepting funded children.

Manage an annual programme of contract monitoring with providers to ensure compliance of funding,
meeting the Council’s statutory duty towards securing early years provision free of charge to families.

To provide accurate information to the DfE and Finance Team via the Early Years census to ensure
correct funding is allocated, monitored and all legal requirements are adhered to.




e To use a database (Capita One) on a daily basis. To work closely with the Early Years and Finance team to
maintain and monitor the Early Years Education budgets.

e To work across the education department to understand service requirements for Capita One and
working closely with ICS and Capita One Account Manager identify where improvements can be made.
Provide project management to service areas during implementation of additional functionalities and
software.

e Attend regional network meetings with Capita One and other local authority users to share best practice
and ensure Swindon is kept up to date and helps shape future software developments.

e Work with the Strategic Commissioner — Early Years and Childcare to generate and report on data and
management information to provide the evidence base to inform local decisions.

e Develop training and support strategy for providers to enable the use of the early years portal. To work
with stakeholders to implement additions and changes to the portal in line with new Government policy
to ensure the Council’s statutory duty is met. Develop clear user guides for providers to support the use
of the early years funding processes and systems.

Supplementary Accountabilities

e Occasional need to attend meetings outside normal working hours
e Ability to travel across the Borough for meetings

Knowledge & Experience
Candidates must have substantial knowledge and experience in the following areas of business and will be
required to provide evidence of this:

e Experience of delivering a successful and high quality customer focused service

e Excellent knowledge and experience of using Capita One

e Knowledge of issues affecting the early years sector.

e Experience of dealing with sometimes distressing situations/cases

e Excellent knowledge of Microsoft office (or similar), in particular Word and Excel.

e Self-motivated and ability to make appropriate decisions using own initiative.

e Ability to work in partnership across teams, the wider organisation and external stakeholders.
e Excellent listening, communication and interpersonal skills.

e Experience of working with Education Providers, Finance Managers and other customers in an

effective and constructive way




Qualifications

e Educated to A Level standard or equivalent
e Finance qualification desirable

Job Scope Budget Holder No
Responsibility
Number and types of jobs managed

e None
Typical tasks supervised/allocated to others Asset Responsibility:
e None

Contacts and Relationships (how the role relates to the work of others i.e. officers, groups, committees,
general public, members, partner organisations, internal and external contacts of the council)

e Stakeholders will include:

e DfE/EFA

e Senior Officers

e Education Providers including schools and early years settings

Values and Behaviours

We strive to underpin our culture of being ‘At our Best’ through strong management and authentic
leadership. This means getting the management basics right. We own and demonstrate accountability, both
individually and collectively, and aim to get things right first time. Building on this we also expect everyone at
SBC to demonstrate and live our organisational values and behaviours, by displaying:

e Accountability at all levels

e Customer care and pride in what we do

e Continuous learning and evaluation

e Valuing one another and the contribution each of us makes

Other Key Features of the role (working environment / emotional / conditions i.e. regular outside work,
unpleasant or hazardous conditions, practical demands such as standing, carrying or working in constrained
positions, potential verbal abuse and aggression from people, or risk of injury)
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