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JOB DESCRIPTION
JOB TITLE:
  Nursery Manager
LOCATION:
                   North-East Windhill Community Association

                                        Windhill Community Centre

                   Church Street, Shipley. BD18 2NR

JOB SECTOR:                Voluntary

SALARY:  
  £9.40
JOB TYPE:                     Part-time - subject to a trial period of 6 months
  



HOURS: 
  20 hours Term Time (mostly)
RESPONSIBLE TO:
  NEWCA Board of Trustees
APPLY:                           Via email to newcaboard@hotmail.com

CLOSING DATE:            8am 11 January 2016
JOB PURPOSE:      
The Nursery Manager will lead the day to day operations of the nursery provision. Providing high quality childcare in a welcoming and family friendly environment.

PRIMARY DUTIES AND AREAS OF RESPONSIBILITY
To be responsible for and to oversee the day to day management, staffing, organisation, and smooth running of the nursery 
To be a member of the management team and to contribute to the strategic planning, monitoring, evaluation and development of the nursery.
To promote high standards of care and education in accordance with the Early Years Statutory Framework and Ofsted requirements.

To ensure effective communication between nursery staff and with all partner agencies 
To monitor children’s progress and promote their development, keep accurate and up to date records and prepare reports as required.

To report any concerns about individual children’s welfare to the appropriate contact.

To provide a morning crèche facility when required to support parents attending courses and activities 

To liaise with parents/carers about their children’s progress.
To contribute to the production of learning materials.

To undertake further training as deemed necessary for professional developments

TERMS AND CONDITIONS

Equal Opportunities:

               The post holder must, at all times, carry out his/her responsibilities with due regard to the NEWCA Equal Opportunities Policies.

Diversity: NEWCA is an equal opportunities employer and expects its staff to respect the diversity of the community it serves regardless of age, gender, ethnicity, disability, sexual orientation or religious belief.

Health and Safety:
Individual employees have a duty to look after their own well-being, but are equally responsible for the health and safety of others who may be affected, directly or indirectly by their behaviour at work, they must comply at all times with NEWCA Health and Safety Policies.

Risk Management:
The post holder must ensure that all risks within their area of practice are identified, recorded appropriately and included on the risk register where necessary, in accordance with the risk management policy.  Staff must follow agreed safe working procedures and report incidents. 

Information Governance:
The post holder is responsible to learn about information governance, to help ensure that best practice guidelines are followed and personal information is managed to benefit users and members of staff.  
TERMS AND CONDITIONS 
Staff Involvement:
The post holder is encouraged to look for and take up opportunities to be involved in developing, influencing and improve the area in which they work.

Smoke Free Policy: NEWCA has a smoke free policy and it is the responsibility of employees to co-operate fully with management in the implementation of this policy.  The purpose of the policy is to provide a healthy smoke-free environment for the benefit of users, visitors and staff, and all employees are expected to comply, this includes all premises and grounds.
Attendance:
NEWCA must ensure that the needs of the service are met and these are established on the basis of full attendance from all staff.  The Management Committee therefore has a positive approach to absence management through its capability guidelines.

Special Conditions: As a term of your employment you can be required to undertake such other duties commensurate with your grade/hours of work.

Terms and Conditions:
All Terms and Conditions are in accordance with North East Windhill Community Association
Rehabilitation of Offenders Act 1974


In order to protect the public, individuals who work with vulnerable adults or children are exempt from section 4(2) of the Rehabilitation of Offenders Act 1974, by virtue of the Rehabilitation of Offenders Act 1974 (exceptions Order 1975).  It is not, therefore in any way contrary to the Act to reveal any information you have concerning any convictions which would otherwise be considered as “spent” in relation to such applications, and which you consider relevant to the applicant’s suitability for employment.  Any such information will be kept in strict confidence, and used only in consideration of the suitability of this application for a position where such an exemption is appropriate. 
Data Protection Act 1998 and Confidentiality 

All members of staff are bound by the requirements of the Data Protection Act 1998 and any breaches of the Act or of the confidential nature of the work this post could lead to dismissal.  
PERSON SPECIFICATION    








  

JOB TITLE:
Nursery Manager                                           


LOCATION:   North East Windhill Community Association 

	Attributes
	Essential Criteria 
	Desirable Criteria 
	How identified


	Qualifications 
	Level 3 -  Early Years 
	Managerial or leadership gained in early years setting 

	

	Education / Training

	Paediatric First Aid 

Safeguarding / Child Protection qualification
SENCO
	Basic Food Hygiene 

Risk Assessment
Every Child a Talker
Lead Safeguarding training
	Application Form  




	KNOWLEDGE / EXPERIENCE


	Minimum of 2 years management experience 

Knowledge, understanding and practical experience of Day Care for young children 

Knowledge and understanding of legislation and regulations relating to day care for early years children 
Knowledge of the  inspection process for Early Years settings 

Experience of supervision and appraisal of staff 
	Understanding Early Education for 2 year olds  
At least three years recent experience of working with this age group 
	Application Form  Interview



	SKILLS / ABILITIES


	Excellent communication skills
Ability to develop an effective team 

Commitment to equal opportunities for all children 

Able to work on own initiative, manage self and motivate the staff team
Able to act as a positive role model to inspire children and volunteers. Contribute to own personal and professional development 
	
	Application Form  Interview



	CIRCUMSTANCES/

PERSONAL


	E.g.  Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.
	
	Application Form  Interview



	SPECIAL CONDITIONS 
	Management require that the following checks be carried out as part of the recruitment process e.g. .Enhanced DBS any other special conditions.
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