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Salary: Band 7
Location: Sir Henry Mitchel House
Report to: Programme Data Manager
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Bradford has created a new Children and Families Trust, which has been commissioned by Bradford Council to deliver a wide range of services for children, families and young people on their behalf.   The Trust is accountable for determining how outcomes of these services are achieved and for the day-to-day running of commissioned children’s services. 

This is an important opportunity to renew our approach to delivering the support that Bradford’s children, young people and families in need, by renewing services and creating a new organisation. We are bringing the mindset, dynamism and energy of a start-up together with the national expertise and determination of the Trust’s Board, senior leadership and our colleagues’ practical experiences of providing children’s services in Bradford. 

As a new organisation, Bradford Children and Families Trust has established our own purpose, vision, and outcomes for what we aim to achieve. 

Our vision: For all children and young people in Bradford to be safe and able to realise their full potential. 

Our purpose: To provide high-quality services with partners that help safeguard, support and promote the welfare of children, young people and families across the Bradford District.

We will achieve this through continuous improvements in our services and positive collaboration with our staff, our partner organisations.




To provide tailored administrative and organisational support to a designated colleague with identified disabilities (neurodivergence and visual impairment), enabling them to fulfil their role effectively. The postholder will ensure that information, tasks, and resources are managed efficiently, priorities are clear, and accessibility requirements are met. Working flexibly and proactively, the role supports productivity and reduces barriers to effective working.



About Us

















Job Overview 







[image: ]

The postholder will be responsible for delivering high-quality support that ensures the colleague can focus on core responsibilities. This includes:
· Information and Workflow Management: Proactively oversee and organise incoming information and task prioritisation, ensuring clarity of priorities and timely access to resources, identifying and rectifying gaps in information where they exist.
· Diary Management: to organise appointments in the designated colleague’s diary, arranging and administering meetings, minute-taking where necessary and providing additional support where required
· Document, Task and Meeting Preparation: Assist the designated colleague with the preparation of required documentation to support with work tasks and meetings, including writing agendas, document administration and formatting reports where necessary.
· Planning and Coordination: Maintain structured calendars and task schedules, integrating meetings and deadlines to support effective time management.
· Accessibility and Resource Preparation: Ensure documents, systems, and processes are accessible and compatible with assistive technologies, adapting formats where necessary.
· Communication and Liaison: Act as a key point of contact for internal and external stakeholders, ensuring clear and timely communication of priorities and changes and providing challenge to ensure effective time management.
· Continuous Support and Adaptation: Respond flexibly to emerging needs, resolve issues promptly, and adjust approaches based on feedback to maintain productivity and reduce barriers. This may include flexibility, with advance notice, to accompany the designated colleague to offsite meetings and events which may fall outside of contracted hours.
· Confidentiality and Compliance: Handle sensitive information professionally and ensure all activities comply with organisational policies and safeguarding requirements.
· Stakeholder Engagement: Proactively engage with key stakeholders to ensure support needs of the designated colleague are understood and adopted appropriately.



Main Duties and Responsibilities
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We are looking for applicants who can demonstrate that they meet the following requirements:

Skills and Experience 

· Previous administrative experience in a busy environment. 
· Proficiency in the full M365 Suite
· Excellent organisational, prioritisation and interpersonal skills. 
· Ability to work proactively, utilising creative thinking and tenacity to solve problems and provide appropriate support.
· Experience of working with users of assistive software, or willingness and ability to learn.
· Ability to adapt working practices to accessibility requirements. 
· Understanding of disability inclusion and willingness to learn, alongside values that align to those of the Trust.
Education

· GCSE (A–C) in English and Maths or equivalent. 
· RSA Level 2 or NVQ Level 2 in Business Administration or equivalent.
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Bradford Children and Families Trust is committed to safeguarding and promoting the welfare of all children who use our services and as such expects all staff to share this commitment. 
Successful applicants will be required to complete the relevant safeguarding checks. A DBS check will be requested.
We are an equal opportunities employer.
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Personal Qualities and Attributes

A knowledge of and commitment to Equality & Diversity ssues

Excellent inter-personal skills

Self-motivated, ability to work under pressure and demonstrate
resilience
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Embrace and promote 3 coaching ethos and willingness to learn
with ability to motivate and get the best from others
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