JOB DESCRIPTION – EARLY YEARS MANAGER

Purpose of Post:
1. To ensure safe high-quality education and care for children in the setting, meeting their emotional, social and physical development needs.

2. To lead, manage and support staff enabling high quality practices to be implemented on a daily basis.

3. To ensure that all statutory and legal legislation is implemented and reflected in the setting’s policies.

4. To have responsibilities for the marketing and administration of the setting.

Responsible to:
· Proprietor/Management Committee/Governing Body/Senior team

Main Duties:
· To have responsibility for the day to day effective implementation of the EYFS, enabling staff to meet the individual needs of children.
· To oversee and ensure the effectiveness of the key person system
· To promote the aims and objectives and high standards of the setting to parents, staff and visitors at all times.

· To act in accordance with current legislation and good practice guidelines.

· To collaborate with staff/parents and children in ensuring all policies and procedures reflect good practice and current legislation and are utilised as working documents within the setting.
· To ensure that safeguarding of children is paramount within the setting, taking into account LSCB and any child protection concerns are appropriately acted upon.

· To be or oversee the role of the named Designated Safeguarding Lead.

· To ensure performance management and support systems are in place and effective for all staff, including students and voluntary workers, e.g. induction, probation, supervision, team meetings, appraisals, target setting.

· To be responsible for the effective deployment of staff within the setting, meeting the needs of the children and the requirements of the EYFS.

· To liaise with and facilitate close partnership working with parents, encouraging parent’s involvement in the children’s learning and development.
· To ensure statutory requirements for the EYFS are implemented, establishing high standards of hygiene and a safe environment for all; this includes the regular practise and recording of fire drills.
· To liaise with the owner/management committee and other professionals such as Ofsted and local authority.
· To ensure the setting offers a healthy and balanced diet to all children in attendance.
· To ensure that systems for income collection and invoicing are followed including the administration of petty cash.
· To ensure the setting meets the occupancy and revenue targets set by the provision’s directors and manages all day to day costs, to ensure the continued profitability and sustainability of the provision. 
· Work with the Local Authority in relation to the Free Early Education Entitlement for 15 and 30 hours, Early Years Pupil Premium, Disability Access Fund and any other entitlements to support individual and groups of children. 
· Controls and manages the ordering of supplies, sundries and equipment to required standards and within budgetary limits. 

· To be responsible for safe recruitment procedures including ensuring all staff have an enhanced DBS checks and current legislation is adhered to.

· To oversee the upkeep and maintenance of the building and facilities, including stock control, furnishings and fittings.

· To be responsible for an up to date and accurate record-keeping system for children and staff, to include, children’s progress, children’s records, staff records, health and safety, safeguarding.
· To liaise with appropriate training/colleges regarding student placements.
· To attend relevant training/conferences/meetings to support professional development, keeping up to date with childcare/education practice and cascade to staff team.

· To ensure the provision of a high-quality inclusive environment, meeting the needs of individual children and families.

· To support all staff to provide an inclusive environment enabling early identification and intervention where necessary.
· To report to the proprietor/management committee, senior team etc. on pertinent matters e.g – finance, quality and staffing.

· To undertake any other responsible duties as directed by the owner/chair of management committee/senior team, in accordance with the settings business plan/objectives.

· To develop and maintain links with other agencies, children’s centres and the local community to benefit children at your setting.

· To be aware of the high profile of the setting and to uphold its standards at all times both within work and outside. 

Personnel Specification – Manager
	Attributes
	Criteria
	How Identified
	Rank

	Education and Training
	1. Minimum of a relevant and recognised Level 3 qualification
	A
	Essential

	
	2. Working towards Level 5 or Level 6 qualification
	A
	Desirable

	
	3. Leadership and Management qualification
	A
	Desirable

	
	4. Evidence of ongoing personal development training

5. Desire to continue with Professional Development
	A & I 

A & I
	Essential

Essential

	
	6. To gain a recognised Professional Status i.e. Early Years Teacher Status (EYTS)
	A & I 
	Desirable

	
	7. Recent Paediatric First Aid certificate
	A 
	Desirable 

	
	8. Basic Food Hygiene
	A
	Desirable

	Relevant 

Experience
	9. Substantial post qualifying experience in working with children
	A & I
	Essential

	
	10. Experience of implementation of EYFS
	A & I
	Essential

	
	11. Experience of working in partnership with parents
	A & I
	Desirable

	
	12. Previous experience in a senior position
	A & I
	Essential

	General and Special Knowledge


	13. Knowledge of legislation relevant to Early Years such as EYFS, SEN, safeguarding, Childcare Act 2006

14. Knowledge of child development and children’s needs 

15. Knowledge on policies and procedures in relation to equality and inclusive practices

16. Ability to work with parents/carers/families to encourage partnership working
	A, I & P

A & I

A & I

A, I & P
	Essential

Essential

Essential

Essential

	Skills and Abilities
	17. Ability to communicate effectively at all levels including professional, practitioner level, and to engage with children, parents and families

18. Able to be an effective leader and manager and possess good business skills

19. Good record keeping, report writing and presentational skills

20. Possess a level of general computer literacy with a range of IT skills.

21. Good organisational and time management skills showing an ability to manage own workload and that of others

22. Ability to support the effective marketing of the setting, maximising occupancy levels and income
	A, I & P

A & I

A & I

A

A & I

A & I
	Essential

Essential

Essential

Essential

Essential

Essential

	Any Additional Factors
	23. Understanding of Equal Opportunities

24. Awareness of Health & Safety and practical hygiene issues

25. Ability, flexibility and willingness to take on other responsibilities or duties as deemed necessary
	A & I

A & I

A & I
	Essential

Essential

Essential


Key:

A = Application

I = Interview

P = Presentation

Sample Job Description – Nursery Manager
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