Little Angels Day Nursery, Northfleet

Job Description
Deputy Nursery Manager
Reports to: 
Nursery Manager and Director
Roles & Responsibilities
1. To assist in the daily management of the Setting

2. To be responsible for the Setting in the absence of the Nursery Manager 
3. To assist the Nursery Manager in order to oversee the daily operation of the nursery to the highest standards, ensuring that a best possible environment and care are provided for young children.
4. The Deputy Nursery Manager is to ensure that there is continuity of high quality, flexible childcare for families from the local communities.
5. To maintain a daily register and keep up to date records of all children using the Setting.

6. To create a welcoming and family friendly environment. 

7. To be responsible for high standards of care and education of children between 0 to 5 years in accordance with statutory requirements.
8. To ensure that EYFS is being promoted and delivered in the setting and its principles adhered to.

9. To be responsible and carry out registration visits and admissions according to the admissions policy agreed by the Director.

10. To provide regular feedback to parents about their child’s development and progress.

11. The Deputy Nursery Manager must adhere to Nursery Policies with regards to Keeping Children Safe, Equal Opportunities, Data Protection and Confidentiality and all other policies
12. The Deputy Nursery Manager is expected to at all times maintain confidentiality of sensitive family information (subject to child protection policies and procedures).
13. The Deputy Nursery Manager is responsible in ensuring that children have access to learning opportunities throughout their time at the nursery; providing learning activities which are educational, stimulating and fun.
14. To maintain equipment and resources in the Nursery and to ensure these are safe to use at all times and to carry out risk assessments and ensure these are adhered to
15. In the absence of The Nursery Manager, the Deputy Nursery Manager will make the decision to delegate tasks and responsibilities to other staff in the Nursery.

16. Must be flexible with working times and able to cover the Nursery Manager during absences
17. To assist in monitoring the training of staff and students in the setting especially with Inductions and planning.
18. Support and supervise all staff with their day - day duties.  Must be able oversee planning and daily observations
19. Identify training needs, develop a training plan and evaluate training undertaken by staff
20. The Deputy Nursery Manager must hold a set of keys to the Nursery.

21.  The Deputy Nursery Manager will work closely with the Director and the Nursery Manager
22. To be responsible for day to day financial systems relating to checking daily fee sheets, receipt books, etc.
23. To maintain effective and clear communication between the staff and all partner organisations and outside Agencies
24. The Deputy Nursery Manager will maintain confidentiality at all times in respect of staff, finances and general aspects which requires the need for confidentiality.

25. The Deputy Nursery Manager must be willing to undertake duties of setting up/opening up in the mornings and packing away /closing up in the afternoons.
26. Be responsible for participating in all self - development activities
27. Follow and implement Health and safety policies in the Setting and support staff with following this and risk assessments and ensuring general cleanliness of the Setting
28. A sound and firm knowledge of child protection procedures and must undertake training in Designated Safeguarding Lead 
29. The Deputy Nursery Manager will be part of the Children: Staff ratio as required and will be responsible for the care of a few key-children

30. The Deputy Nursery Manager will have the knowledge, understanding and practical experience of the following:

· Caring for young children
·  Legislation and regulations relating to young children
· The OFSTED inspection process for the setting

· Work independently
· Manage own time efficiently

· To work with and assist in developing an effective team
· Managing & maintain effective communication with staff
· To be able to be approachable to families 

· Create basic child record systems
Qualifications:
• NNEB, BTEC National Diploma, NVQ level 3 or equivalent  

Requirements:
The successful candidate:

· Must have a minimum of 1 years’ experience in a Nursery setting as a Level 3 Practitioner
· Must have a good Information Technology skills
· Must have excellent communication skills to work in partnership with Parents and other Agencies.

· Must be flexible with working times and cover

These responsibilities are not restrictive and the Nursery Manager may be required to perform any other duties which may be required.  If there are additional duties, these should not substantially change the general character of the Role.
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