
 



 



 



   

The role. 
 

 

Job title: FAMILY AND EARLY YEARS 
COORDINATOR 

Reports to:  Senior Community Manager 

Contract: Part Time, Permanent, 28 hours per 
week (Monday – Thursday) 

Salary: £26,478 per annum (£33,097 FTE) 
 

About the role 
 

Deliver engaging activities and support services for children and their families, 
promoting positive outcomes and access to community opportunities. The role 
includes leading stay-and-play sessions and crèche provision, providing one-to-one 
support to families, monitoring children's progress, and working with parents, carers 
and partner agencies to identify needs and deliver appropriate interventions. The 
postholder will also undertake outreach and engagement across Waterloo and North 
Southwark to increase participation and ensure families can access the support, 
information and services they need. 

Reports to the Senior Community Manager and supports the coordination and 
delivery of universal, targeted and early intervention activities for children and 
families. The role combines delivery of sessions, outreach and signposting to other 
services, 1-1 support, group facilitation and family engagement activity with 
responsibility for maintaining compliance, health and safety, maintaining records, 
monitoring outcomes, and supporting service development. 

Who you will work with 
 

The Community Hub supports children, young people, families and adults through a 
blend of family support, early years education, youth work, community participation, 
volunteering and early help services. The team delivers accessible universal and 
targeted activities, targeted interventions and community-based opportunities that 



   

strengthen wellbeing, financial and emotional resilience and social connection, while 
working closely with local partners to improve outcomes and create pathways into 
wider support and opportunities. 

Your day-to-day 
Responsibility for:  

1. leading and managing a small team of early years casual workers to provide a 
high-quality child and family centred services within the community hub.  
Ensuring effective delivery of universal and targeted stay-and-play sessions, 
outreach and signposting to relevant services. Motivating the team to provide 
inclusive, responsive support that keeps children and families at the heart of 
practice and managing and supervising any casual or agency workers, 
volunteers or students, and supporting their performance, development and 
safe practice. 

2. delivering high-quality universal and targeted stay-and-play sessions and 
crèche provision that respond to the identified needs of babies, children and 
families. Planning, preparing, delivering and evaluating inclusive, child-led 
activities that support learning, development, wellbeing and positive parent-
child interaction, with appropriate adaptations for individuals and groups. 

3. carrying out 1-1 sessions with families referred to our services, ensuring 
records of the interactions are accurate using the appropriate forms/systems 
and kept up to date, plus taking part in supervision meetings 

4. working in partnership with colleagues to identify children’s and families’ 
needs at the earliest opportunity and ensure that information, advice and 
signposting are timely and proportionate to need 

5. completing observations and assessments for our online tracking system for 
priority children and ensure all records are kept up to date and reports 
written in line with agreed policies 

6. undertaking proactive outreach across the local area to raise awareness of 
the Community Hub offer, identify and engage families who may benefit from 
support, reduce barriers to participation, and connect families with universal 
or targeted services according to need 

7.  developing and maintaining trusting, respectful and non-judgemental 
relationships with parents and carers, encouraging participation in 
Community Hub services, listening to their views and responding promptly 
and appropriately to questions, concerns and emerging needs establishing 
and maintaining positive working relationships with statutory, voluntary and 
community services in the local area. Providing families with accurate 
information, signposting, and supporting them to access appropriate services 



   

where needed ensuring children are safe, secure and have their care needs 
met, appropriate to their age and stage of development. 

8. promoting a working and physical environment in which the emotional, social, 
psychological, physical, developmental, and educational well-being is 
paramount and that an inclusive and non-judgemental approach is used in all 
interactions with children and their families 

9. ensuring a high standard of Health & Safety across all sessions including 
completing risk assessments and routine checks, maintaining accurate 
registration records, following accident and emergency procedures and 
taking all reasonable steps to protect children, families, staff and other service 
users 

10. providing first aid in accordance with policy and ensuring that all incidents, 
treatment and follow up actions are recorded accurately completing all 
recording and administrative requirements of the role ensuring that 
attendance, outreach contacts and signposting information to support 
safeguarding, service monitoring, reporting and continuous improvement 

11. maintaining accurate attendance, activity, outcome and case information that 
supports service monitoring, safeguarding, reporting and continuous 
improvement 

12. using relevant IT systems in relation to the collection of statistical data to 
support review and evaluation of services 

13. undertaking occasional weekend activities 
14. safeguarding and promoting the welfare of children and families by following 

Coin Street’s safeguarding procedures at all times, recognising and 
responding to concerns promptly, and recording and reporting concerns 
accurately through the online tracking system 

Contributes to:  

15. family support and early help by delivering interventions, activities and 
support that help families address challenges and achieve positive outcomes 

16. early childhood development and family learning by supporting activities that 
strengthen parenting confidence, child development and school readiness 

17. data, insight and impact measurement by maintaining records and supporting 
outcome reporting and evaluation activities 

18. partnerships and multi-agency working by coordinating with professionals, 
schools, health services and community organisations to support families 
effectively 

 



   

General requirements 
 

To comply with Coin Street’s Diversity, Equality, and Inclusion policy. 

To comply with Coin Street’s Health & Safety policies. 

To comply with Coin Street’s Safeguarding policies.  

To comply with Coin Street’s IT policies and procedures. 

To promote an organisational culture that reflects Coin Street’s Values:  

• Creative: By looking for solutions rather than problems I will find better 
ways of doing things. 

• Collaborative: By respecting the views of others we will learn, grow, and 
achieve more together.  

• Committed: I do what I say I am going to do and do the best job I can.  
• Curious: We ask questions about what we do and the way we do things – 

as an organisation, community and society. 
• Inclusive: I embrace difference and encourage authenticity.  

We do this by:  

• Respecting each other through kindness, empathy, and consideration. 
• Asking questions and listening well to each other. 
• Holding an open mind and seeking out new possibilities and opportunities. 
• Actively involving others to better understand the value they bring.  
• Holding ourselves and each other to account on what we will do and when 

we will do it.  
• Creating time and space for reflecting and growing from our learning. 
• Challenging unhelpful behaviours and intolerance constructively.  

 
  



   

Who we’re  
looking for. 
 

 

Knowledge and experience 
 

1. Full and relevant childcare or early years qualification at Level 3 or above. 
2. Must be ICT literate to intermediate level and have accurate writing, reporting 

and budgeting skills 
3. Experience in planning, delivering and evaluating family support, outreach and 

early years activities. 
4. Experience in working collaboratively with multi-agency partners to improve 

outcomes for children and families. 
5. Experience in identifying concerns, making appropriate referrals and 

responding appropriately to safeguarding issues, including child protection, 
early help and inclusive practice. 

6. Experience supporting families of children with additional needs would be 
desirable. 

7. Experience leading, supervising or mentoring staff, volunteers or students 
would be desirable. 

 

Skills and abilities 
 

8. A personal commitment to and enthusiasm for Coin Street’s, purpose, values, 
ethos, and mission. 

9. Able to maintain accurate records, action plans and monitoring information. 
10. Able to build positive relationships with children, families, volunteers and 

partner organisations, including child development from birth to five and the 
factors that influence children's learning and wellbeing. 

11. Able to engage and support parents as active partners in their child's 
development and learning. 

12. Able to use initiative, reflect on practice and contribute to service 
improvement. 
  



 

 


