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	Job Description: Nursery Manager   



The Oak Partnership Trust is committed to creating a diverse workforce.  We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership
Job Details
[bookmark: _GoBack]Reporting to: Trust EYFS Strategic Lead 

Functional relationships include: Nursery Deputy, Nursery Manager, Trust EYFS Strategic Lead, families, support staff and pupils 

Main purpose of role
To be responsible for, and to oversee:  the day to day management, staffing, organisation and smooth running of the Nursery, to the highest standard. 

Duties and Responsibilities
 Key accountabilities/ responsibilities:

· To ensure the integrated delivery of the childcare and educational provision for all children within the nursery 
· To oversee the operational and organisational requirements of the day nursery to the highest standards, ensuring that the best possible environment and care are provided for young children.  
· Whilst adhering to the policies and procedures of the nursery, ensuring compliance with the EYFS, Health and Safety Legislation, all within requirements and guidelines laid down by Ofsted and the Children’s Act. 
· The day-to-day management of the nursery:  including quality improvement, marketing and administration.   
· To lead the learning across the nursery, through support, mentoring and peer to peer observations.  Model the learning and skills to promote good outcomes for all children.  
· To manage a team of early years practitioners. 
· To work in close collaboration with other agencies, parent/carers and staff from the school and trust. 
· To have enthusiasm, energy, forward thinking vision and the creative commitment that is required to lead outstanding practice in the nursery.   
· To liaise with the Early Years Lead Practitioner regarding recruitment and ensuring effective staff recruitment following the safer recruitment procedure. 
· To promote and develop the ethos of the Under Fives, in accordance with the EYFS statutory framework, and to create a welcoming and family friendly environment.  
· The Nursery Manager will be expected to build good working relationships at every level.  Working in partnership with parents and families is highly valued and the Nursery Manager must be approachable, friendly and able to communicate effectively at all times. 
· At all times the Nursery Manager will be expected to respect the confidentiality of sensitive family information (subject to child protection policies and procedures). 
· To lead on the learning and work collaboratively with the Early Years Lead Practitioner to contribute to the strategic planning, monitoring, evaluation and development of the Nursery. 
· The manager will be expected to spend the majority of their time with the children in the Nursery working alongside other practitioners. There will also be an expectation that they will attend meetings and training in other places as required. 
· To ensure effective communication between the Nursery, staff and with all partner organisations. 
· To order and maintain equipment and resources in the Nursery.  To ensure high standards of safety, hygiene and cleanliness are maintained at all times and ensure staffs are fully compliant, including training where appropriate. 
· Ensure the provision of a high-quality Early Years Curriculum adheres to Ofsted requirements through planning, effective Nursery organisation and provision of age appropriate early years resources. 
· Develop and maintain a high-quality play environment both indoors and outdoors - to meet each child’s individual needs, and in accordance with the EYFS statutory framework whilst also supporting the importance of promoting British Values. 
· To ensure daily risk assessments are carried out. 
· Responsible for updating and monitoring of all policies.  
· To be aware of and act in accordance with current legislation, good practice, Nursery policies and procedures and support team members to do the same, ensuring all policies and procedures are followed. 
· To be accountable and responsible for day to day financial systems directly relating to the Day Nursery provision. 
· To be responsible for admissions in line with the admissions policy.  To include registers and up to date records of all children. 
· To keep a register and up to date records of all children using the Day Care provision and to give regular feedback to parents about their child’s development and progress. 
· To ensure all developmental checks are carried out at the correct time and reported to parents. 
· Ensure parent partnerships are strong and positive.  Provide regular feedback to parents on a daily and half termly basis.  
· Organise and ensure that regular supervision and staff meetings take place, planning time is scheduled and that training/CPD needs are identified and are acted upon. 
· To ensure that staff to child ratios are adhered to in accordance with the EYFS statutory framework. Providing cover and care at short notice in the event of unforeseen circumstances.  
· To plan and organise staffing schedules and holiday rotas to ensure adequate staffing levels are maintained in accordance with Ofsted Inspectorate guidelines and Nursery procedures. 
· To liaise with the Early Years Strategic Lead on the staffing requirements and be involved in the selection process, adhering to the safer recruitment policy. 
· To ensure that all staff have an up-to-date enhanced Disclosure and Barring Service (DBS) checks. 
· From time to time there may be a requirement to manage the work and supervision of students who are on placements. 
· To ensure that welfare and outcomes of all children are monitored and reported in accordance with the policies and legal requirements.  To support all members of the team to understand early identification and intervention for children with possible special needs and give physical, emotional, intellectual guidance as appropriate. 
· To ensure that any children upon a Child Protection Register are monitored and that requiredreports are promptly and adequately prepared in relation to any proceedings under child protection policies.  Also to ensure that all information is shared with the appropriate agencies.  
· The Nursery Manager and the Deputy will both be key holders. 
· The work requires normal physical effort.  It may occasionally involve lifting and handling of training equipment, play equipment and other resources and to be involved in practical activities and physical care of young children. 
· To undertake domestic jobs within the Nursery, e.g. preparation of snack meals, cleansing of equipment and such other duties and responsibilities of an equivalent nature as may be determined from time to time by the Early Years Lead Practitioner. 
· Provide the Early Years Lead Practitioner with weekly reports on the Nursery. 
 
Administration: 
· Operate relevant equipment and computing software e.g. MS Office, MIS Systems, Access Finance, Outlook, Explorer, Google Chrome and other IT systems as required. 
· File in an electronically auditable manner – only keeping paper copies where absolutely necessary.

General: 
· Be aware of, and comply with, policies and procedures relating to child protection, equal opportunities, health and safety and security, confidentiality and data protection; reporting all concerns to an appropriate person 
· Carry out all duties with regard to Trust and School policies and Code of Conduct. 
· Participate in training and other learning activities as required and to participate in appraisal and professional development. 
· Set high expectations of conduct, whilst acting as a good role model for others 
· Ensure that output and quality of work is of a high standard and complies with current legislation/standards. 


Working relations and contacts
To develop and maintain working relationships with other professionals both internal and external.
Skills and qualifications
Please refer to the person specification for full details.  Please note all original qualification certificates will need to be presented on the day of interview for verification and production of these certificates forms part of the conditional offer checks and will be held on your personnel file.
Confidentiality
During the course of your employment you will have access to information of a confidential nature.  Under no circumstances may this information de divulged or passed onto any unauthorised person or organisation.
Data Protection
During the course of your employment you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 1984 and properly applied to pupil, staff and school business/information.  You are required to undertake annual GDPR training.
Further information
Probation: This post is subject to a (6 month if support staff/ 3 terms teachers) probation period.  There may be circumstances when the probation period needs to be extended.
· To contribute to the ethos and aims of the Trust.
· TOP is committed to safeguarding and promoting the welfare of children and young people.  All staff working within the Trust are expected to share a commitment to doing this.  You will be expected to follow and promote the procedures in the child protection and safeguarding policy and report any concerns in accordance with agreed procedures.  If your own conduct in relation to the safeguarding of children and young people gives cause for concern the Trust’s child protection procedures will be followed alongside implementation of the Trust disciplinary procedures.  
· To read and have a good understanding of the trust policies.
· This role will involve travel to different Trust locations within reasonable timeframes 

Where the post is all year round you are required to take the necessary number of days of your annual holiday entitlement during August and during December, which are designated as the nursery’s annual closure periods. You will be notified of the exact dates of the annual closure period at least six months in advance.
Please note that this is illustrative of the general nature and level of responsibility of the role.  It is not a comprehensive list of all tasks. The post holder may be required to do other duties appropriate to level of the role, as directed by the head teacher or line manager.
The job description may be amended at any time in consultation with the postholder.
Person Specification
Job Title: Nursery Manager 
	Criteria
	Essential 
	Desirable
	Measured By

	Qualifications and experience 
	Ideally NVQ level 4 or equivalent, otherwise NNEB, CACHE level 3, NVQ level 3 or equivalent
	Additional relevant qualifications 
	Application form 

	
	At least 3-years post qualification experience of working with children 
	
	Application form / interview

	
	Experience of managing an educational/nursery setting 
	
	Application form / interview

	
	Knowledge and experience of Ofsted standards and inspections 
	
	Application form / interview

	
	Excellent knowledge of EYFS 
	
	Application form / interview

	
	Excellent knowledge and understanding of safeguarding children 
	
	Application form / interview

	Knowledge and skills 
	Ability to multitask and prioritise, recognising matters that are urgent and which require urgent attention.  
	
	Application form / interview

	
	Strong people management skills 
	
	Application form / interview

	
	Excellent verbal and communication skills with children and parents. Administrative and basic IT skills 
	
	Application form / interview

	
	Ability to write reports and keep clear and accurate records.
	
	Application form / interview

	
	Excellent organisational skills. 
	
	Application form / interview

	
	Communicating effectively, professionally and confidently at all times  
	
	Application form / interview

	
	Discretion and trustworthiness; ability to maintain confidentiality at all times  
	
	Application form / interview

	
	Ability to establish positive and productive working relationships with a wide range of stakeholders at all levels  
	
	Application form / interview

	
	Able to use own initiative 
	
	Application form / interview

	Personal qualities
	Commitment to ensuring the safety and welfare of children
	
	Application form / interview

	
	Integrity and honesty
	
	Application form / interview

	
	Commitment to equality
	
	Interview

	
	Commitment to maintaining confidentiality at all times
	
	Application form / interview

	
	Reliability, motivation and resilience under pressure
	
	Application form / interview

	
	Flexibility 
	
	Application form / interview
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