Children’s Links Group 

Job Description
	1.  Job Details

	Job Title:
	Nursery Manager  (under review)

	Rank:
	Rank 4.1

	
Reports to (Title):

	Strategic Manager

	Accountable for (Title):

	Deputy and Administration and overseeing whole nursery team

	Location/Site/Base:

	



	2.  Job Purpose

	· To work as part of Children’s Links to ensure outcomes for children through the delivery of the Early Years Foundation Stage in high quality sustainable child care provision.




	3.  Role   

	To deliver high quality childcare and education and act as a leader, inspiring others with play, care and learning throughout the nursery. 




	4. Minimum qualifications, knowledge, training and experience required for the post

	· Level 3 childcare with 2 years post qualification experience.
· Level 2 maths
· Experience in
· Leadership within an Early Years setting
· Managing finances

· 

	
5.  Duties

	1.
	 Safeguard children, young people and adults. 
· Access the organisational policies, also the Local Safeguarding Children Partnerships and the Local Safeguarding Adults Board policies and procedures that underpin the safeguarding agenda.  


	2.
	Adhere to organisational policies, procedures and guidelines 


	3.
	Effective implementation of EYFS throughout the nursery to ensure all children reach their potential
· Ensure Ofsted readiness
· Encourage reflective practice

	4.
	Ensure compliance of internal and external Health and Safety practices including food hygiene checks, PAT testing and audits. 


	5.
	Effective management of staff and volunteers
· Recruitment, induction, performance management 
· Staff deployment and rotas

	6.
	Ensure effective monitoring and evaluation – internal and external

	7.
	Effective financial management of the setting – includes budgets, funding submissions, invoices and debtors

	8.
	Communicate effectively and share information with parents/carers and other agencies to ensure the best outcomes for the child


	9.
	Liaise with Local Authority and other professional

	10.
	Engage with wider Children’s Links agenda

	11.
	Implement marketing and fundraising strategy 




	7. Skills Required for the Post

	        
Commitment to Children’s Links values
Communication skills 
Relationship skills
Organisational skills
Administration skills
ICT skills




	8. Responsibilities of the Post Holder

	Accountable for effective service delivery 
Line management of  team
Work requires discretion and judgement, particularly when dealing with families 
Frequent significant contacts internally and externally




	9.  Freedom to Act

	Plan and arrange own work to meet set objectives

Work guided by general procedures and policies and regular contact with Strategic Manager

Required to show initiative in the use of skills related to the work with considerable discretion and independence under general guidance
. 




	10.  Effort & Environment

	Physical effort / working conditions
The role is based within a full day care nursery. It requires work in a room, with outdoor and break out space available.  It requires work with children  

Mental effort
The work can be varied and include the need for problem solving. 
Knowledge of external body requirements is required

Emotional effort
The work will be with children and may be with vulnerable people who need emotional support. 
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Person Specification HR Officer

	
Job Related Criteria

	
Essential
	
How Identified
	
Desirable
	
How Identified


	Qualifications
	Level 3 childcare
Level 2 Maths
Level 2 English

	Application
Interview
	Commitment to undertaking a Leadership and 
Management qualification
Certificate in food hygiene 
Experience of SENCO role
Degree in Early Years childcare or working towards
Early Years Professional /Early Years Teacher status
	

	Previous experience
	Extensive leadership and management experience within an Early Years setting
Experience of working with multi agencies
Extensive budget management experience
Extensive experience of delivering EYFS
Experience of Safeguarding/SENCO role
Excellent communication and organisation skills

	Application
Interview
	
	

	Evidence of particular 
· Knowledge
· Skills
· Aptitudes 
	
Commitment to Children’s Links values as they guide our thinking and our decision making.
Excellent interpersonal skills, with a self-confident approach and flexible attitude to the job role
Excellent communication skills, both written and verbal
Commitment to undertaking further training
Ability to build relationships at all levels

	Application
Interview
	
	

	Specific requirements
	Enhanced Regulated DBS 
Computer literate and demonstrated knowledge of Excel, Word, Office and Publisher

	Application
Interview
	
	




Job Description Agreement


Job Title:


Nursery Manager 

Area:


Childcare 

I declare that I have read the Job Description and Person Specification and confirm that this is an accurate and fair description of the role.


Signature
Date

Job Holder:

Name:























