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This job description is not an exhaustive list of all the duties, and the post holder will be 
expected to undertake reasonable duties as discussed and directed by The Playbox 
manager. The post holder is also expected to be flexible and adaptable in their approach to fulfilling their duties. 

Job Title:  Nursery Administrator       Responsible to: Playbox Manager

Purpose of the job:             
The role of the Nursery Administrator is to be a member of the nursery team under the direction of the manager. To contribute to the strategic planning, monitoring, evaluation and development of the nursery. To provide high levels of support to the nursery across all elements including
administration, reception and supporting in the setting if required.

Safeguarding Requirements
The Playbox is committed to safeguarding and promoting the welfare of children. It is a 
requirement of all staff that they share this commitment and follow the prescribed policy and 
procedures to continuously promote a culture of safeguarding across the whole nursery.

Main Duties
1. To take action to support The Playbox to achieve, and maintain, a minimum of a good Ofsted rating at the next inspection through a high level of administration.
2. To be aware of and adhere to all Playbox policies and procedures
3. Ensure the children are kept safe and understand when to follow child protection procedures.
4. To maintain a positive attitude at all times with children, parents/carers, colleagues and 
       visitors and to work in partnership with parents/carers and other family members.
5. Issue parents/carers application forms, maintain an accurate waiting list once received back.
6. Ensure each parent completes a PAF form/funding form, complete Playbox information on the form, verify 2-year funding/30-hour funding and enter data into the portal.
7. To produce half termly invoices and issue invoices/statements to parents.
8. Collecting fees and administrating and recording cash/cheque/card receipts/voucher receipts.
9. Communicating with parents/carers for payment of fees face to face, by telephone and/or by letter as required in accordance with the Admissions Policy.
10. Be the provider portal only registered user.
11. In a timely manner accurately complete and enter data to the Local Authority provider portal.
12. Maintaining a well organised and tidy office through timely filing.
13. Maintain the Playbox website ensuring information is up to date and learning is celebrated.
14. Manage petty cash and card transactions when ordering stock, stationery and miscellaneous items placing orders via preferred suppliers.
15. Create newsletters for parents with regular updates, learning planned and general news.
16. Process letters and other documents to parents/carers and management committee.
17. Support staff by printing name tags/lists/plans/photos, and booking visitors as requested.
18. Ensure and record effective training and development courses undertaken by all staff to
      comply with statutory requirements, and to take responsibility for personal development.
19. To keep completely confidential any information regarding the children, their families or other staff, which is required as part of the job.
20. To support lunch times within The Playbox as required.
21. To promote The Playbox in the local community.                                                 
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