
 

 Awards Officer -  Education   

Job Description   

 

Job title  Awards Officer -  Education  
Reports to  Awards Manager  
Location  Bristol with hybrid working or Home Based  
Department  Food for Life  
Key relationships  Programmes Team  
Job Purpose   
 
 
 

Support the Awards Manager to deliver the Food for Life 
Schools and Early Years Award programmes by:  

• Assessing criteria for the Awards using a customer 
relationship management system;  

• Supporting schools and early years settings to 
understand the impact of our award standards and 
how to implement them;  

• Supporting projects associated with the delivery of 
the programme as instructed by the Awards 
Manager.  

Supporting in developing and delivering processes for 
excellent customer service, accurate data recording, and 
consistent assessment to maximise retention and number 
of settings awarded and ongoing impact evaluation.  
 
Identify areas of improvement for the programme and 
escalate these to the Awards Manager.  

Key 
responsibilities  

• Assess enrolled schools and early years settings 
against relevant award standards daily, ensuring 
consistency and continuity while using Microsoft 
Dynamics CRM.  

• Be an authority within the Food for Life team on the 
award criteria and assessment process. Liaise with 
the wider FFL team to knowledge share and increase 
their understanding of the awards scheme as 
needed.  

• Provide excellent customer service to schools and 
nurseries, providing support, training and guidance 
via email, phone and online meetings. Foster strong 
working relationships with enrolled settings, 
resolving queries and conflicts in a timely and 
professi onal manner.  

• Support in delivering strategy for engagement and 

retention of all enrolled settings in the Schools and 



 

EY schemes, working with the Awards Manager and 

communications team.  

• Support in delivering specific funded projects aimed 

at supporting settings through the Schools and EY 

Awards programme and nurture relationships with 

key settings across the programme.  

• Use Microsoft Dynamics CRM  system to record data 

and provide accurate reports to support delivery, 

development and impact evaluation.  

• Support the general development and delivery of the 

Food for Life Awards in line with team objectives, as 

well as those of other FFL programmes. Work 

collaboratively with the central Awards Team and 

regional teams to identify, capture, and 

communicate insi ghts for programme improvement.  

• Work within Soil Association policies and procedures 

and ensure adherence to safeguarding children and 

young people and Adults At Risk policies and 

procedures.  

• Support on developing new and existing resources 

on an ad hoc basis to fill gaps in our offer and better 

serve our audiences.  

• Contribute to the wider Programme through 

participation in relevant meetings, consultations, and 

events both internally and externally  

Safeguarding  An Enhanced  D BS is required for this role  

Knowledge and 
experience  

Essential  

• Experience of delivering excellent customer service 
and dealing with challenging enquiries.  

• Experience of working with databases or CRM 
systems, ideally Microsoft Dynamics  

• Knowledge of challenges faced by schools and early 
years settings and barriers in working with them 
effectively.  

• Range of communications experience, presentation, 
verbal, written, etc.  

• Empathy with the goals of Food for Life  
 

Desirable  

• Experience of working with Early Years and/or 
Schools  



 

Personal 
qualities and 
skills  

• Excellent speaking, listening and writing skills 
Excellent relationship management skills Excellent 
organisational skills.  

• Good critical thinking and analytical skills Pro - active 
and able to work as part of a team.  

• Good IT skills, including Word, Excel, CRM systems, 
databases, and the internet  

Contract type  Fixed Term up to 12 months –  Secondment (Maternity 
Cover)  

Band  E 
Hours of work  35 hours per week  
Probationary 
period  

6 months  

Notice period  1 month  
Holidays  27 days per annum plus bank holidays, increasing with 

length of service  
Date  June 2026  

 


