Job Description

JOB TITLE:			Nursery Manager 
RESPONSIBLE TO:	Services Director
RESPONSIBLE FOR:	Nursery Team, including students and volunteers
HOURS:			35hrs per week
PAY:				£32,301.00 - £33,474.00 LBI NJC SO1
LOCATION:			Paradise Park Children’s Centre

PRIMARY JOB FUNCTIONS
· To develop, monitor and manage the nursery including the staff and oversee the day to day running of the centre, ensuring high quality, integrated early years services for all children and families and high standards of learning and achievement.
· Ensure that policies and procedures are adhered to and that ratios are in line with policy and are financially astute.
· To be responsible for admissions in line with the admissions procedure accurately updating the nursery management software system as necessary.
· To oversee the efficacy of the SENCO role for the nursery children.
· Working with appropriate partners e.g Link Advisory Teacher, to be responsible for leading on the Early Years Foundation Stage curriculum, ensuring a high quality, play-based learning environment that provides challenging child-led and adult-initiated opportunities, both indoor and outdoor, that is developmentally appropriate.
· To lead on expansion plans and increase in services in conjunction with the senior team.
· To keep up to date with current developments and research and to lead on dissemination of good practice to colleagues.
· To fulfil the role of designated person for the nursery in respect to child protection and safeguarding the children in the nursery.
· To provide a strong role model for nursery staff, demonstrating good practice, effective team-working, establishing positive relationships with children and parents, innovation through teaching practice and an agent for learning through play.
· Manage the premises and contractors

DUTIES AND RESPONSIBILITIES
1. Leadership
· To lead on the development of a child-centred, play-based provision & curriculum, appropriate to the developmental needs of young children from birth to five. This will be based on the observation and assessment of individual children’s needs and interests and a sound knowledge and understanding of the relevant curriculum guidance.
· To lead on organising and supervising the holiday playscheme provision, including ensuring places are full through effective marketing.
· To model good practice and engage in self-reflection in relation to work with children, staff and parent/carers in the centre.
· In partnership with the nursery team, to further develop and implement systems for effective planning, observation and assessment, record keeping and monitoring in the nursery that supports the development of individual children.
· To contribute to the senior management team, including attending meetings, planning the expansion and making such reports to it as appropriate.
· To lead on, draft, consult upon, implement and review specific elements of the nursery development.
· To host a wide range of visitors to the nursery and explicitly articulate the Centre’s pedagogy, vision and philosophy.
· To contribute to borough-wide networks when required.

2. Implementation
· To ensure that the centre meets criteria for OFSTED inspection and at least a ‘good’ rating.
· To ensure that the centre’s work is publicised appropriately, accurately and accessibly within the local community and wherever else may be appropriate to promote good practice.
· To ensure there is appropriate supervision of student practitioners in the centre and ensure they adhere to the ethos and practice of the centre.
· To take appropriate responsibility for maintaining and promoting the ethos of the centre.
· To take appropriate responsibility for maintaining the centre’s environment.
· To uphold the principles of inclusion and equal opportunities in all aspects of the role.

3. Monitoring and Evaluation
· To lead on the establishment and maintenance of a robust monitoring and evaluation framework.
· To co-ordinate timely and robust data collection across the children’s centre’s services to support effective monitoring and evaluation by all staff in the children’s centre. 
· To deal with all administrative tasks to ensure the smooth running of the nursery including the collection of statistics for monitoring purposes and confidential up to date record keeping

4. Management
· To line manage the nursery staff in conjunction with relevant senior staff.
· To co-ordinate the quality and curriculum outputs of the centre.
· To take responsibility for day to day staffing levels, including the deployment of staff and organisation of agency cover where appropriate.
· To manage the intake of new cohorts of children and ensure that all relevant forms are completed and signed.
· To work to ensure clear lines of communication between directly employed staff, those employed through external agencies, full, part-time and sessional staff.
· To identify appropriate training and development programmes for all nursery staff including planning the INSET days.
· To establish, maintain and develop professional partnerships within the setting.

5. Building and Facilities Management
· To take day-to-day responsibility for health and safety of staff and visitors in the nursery developing, maintaining and reviewing the nursery’s health and safety policy and practice in line with the rest of the centre. Ensuring staff practice and service delivery fully takes into account health and safety considerations.
· To ensure daily risk assessments are carried out and recommendations implemented both inside and outside.
· To coordinate the checking of existing and newly purchased equipment within the agreed budgets.
· To be the first point of call for all contractors on the site and to ensure all health and safety policies are followed.

6. Finance
· To take a lead on assessing occupancy of the nursery in order to maximise funding available.
· To work with finance and admin staff to collect fees, including keeping accurate records and maintaining all relevant paperwork.
· To lead on the communication in respect of fees, including arrears, with parents in conjunction with the Director of finance.
· To lead on any aspect of the budget relevant to the nursery and work with the administrator to ensure that proper finance systems are in place and functioning.

7. Information
· To lead on the marketing of places in the nursery including ensuring that the places are filled in line with the SLA.
· To oversee data management, filing and administration practice in the nursery in line with IPA protocols and policy on confidentiality, child protection and data protection.
· To be responsible for implementing the information sharing and assessment procedures in the nursery, in line with Islington’s systems, ensuring effective and consistent record-keeping on children and families by all professionals.
· To co-ordinate the production of children’s information transferring to schools and organise transition visits to school

8. Ensuring Access for All
In order that the centre is accessible to all families with young children in the locality:
· To be accessible to and communicate with parents and carers both formally and informally about the development, needs and behaviour of their children.
· To encourage parental contribution.
· To ensure that the centre adheres to and implements IPA’s policies on access to childcare places.
· To co-ordinate the day-to-day work of the nursery to ensure that children in need are identified, that socially excluded and isolated families are included in the centre and have equal access to all its services.
· To maintain up-to-date Child Protection and Safeguarding awareness throughout the staff teams working within the centre.
· To ensure that all services are culturally sensitive and inclusive so that all children, including disabled children and those with special educational needs are able to access quality services.

9. General
· To have knowledge and understanding of and uphold Child Protection and Safeguarding policies and procedures ensuring that children are safeguarded and appropriately supervised at all times within agreed guidelines.
· To comply with the competencies and standards as relevant to the post.
· To take responsibility for continuing self- development and participate in training and development activities.
· To ensure compliance with appropriate legislation, policies, GDPR, Financial Regulations and other requirements of the IPA and the SLA with Islington Council.
· To ensure compliance with the IPA’s Equalities and Diversity Policies.
· To ensure compliance with Health and Safety legislation, and IPA Health and Safety Policies.
· To cover the duties of other staff as and when required.
· To attend meetings, working groups, etc. as required.
· To undertake other reasonable tasks as directed by your manager(s).

Person Specification
The person specification is a picture of skills, knowledge and experience required to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  
You should demonstrate clearly on your application form how you meet each of the following essential criteria giving examples of relevant experience, knowledge, skills and abilities.

	
	REQUIREMENTS
	

	
	EDUCATION and EXPERIENCE
	

	1 (E)
	Relevant professional qualification, at least level 3.
Desirable: degree level, e.g. early years degree, and Early Years Professional Status (or the ability to gain this within 12 months)

	2 (E)
	At least two years post qualification experience of co-ordinating and developing services for children and families, including management and leadership of staff, budgets and premises

	 
	KNOWLEDGE, SKILLS and ABILITY
	

	3 (E)
	Good working knowledge of the EYFS

	4 (E)
	Ability to communicate both verbally and in writing to professional staff and agencies and to non-professionals, including users of the service

	5 (E)
	Ability to negotiate and consult effectively at all levels

	6 (D)
	Ability to develop, maintain and use an effective network of contacts working across statutory and voluntary sector services

	7 (E)
	Knowledge, understanding and commitment to equal opportunities in the provision of services

	8 (E)
	Ability to ensure equality of access to play in a diverse nursery environment and to assess the effectiveness of measures taken

	9 (E)
	Knowledge and understanding of the support needs of parents and families of young children

	10 (D)
	Knowledge of recent legislation and procedures relating to young children

	11 (E)
	Knowledge of child protection issues and ability to follow and implement policies and relevant procedures

	12 (E)
	Understanding of general Health and Safety requirements in relation to the development and maintenance of the Centre

	13 (D)
	Ability to lead new services and create opportunities

	14 (E)
	Ability to allocate resources and determine priorities

	15 (E)
	Ability to manage staff within the context of equal opportunities, including the appointment of staff and the implementation of a comprehensive training and development programme

	16 (E)
	Ability to investigate, solve problems and make decisions

	E= Essential    D= Desirable




