JOB DESCRIPTION
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Job title:

Deputy Setting Manager 
Level:

 Qualified – Level 3+
Responsible to:
 Management / owners 





Responsible for:
Children, Leaders, all Practitioners, students, volunteers and visitors
Purpose of role:
To be an inspirational leader for the staff team, motivating and enthusing practitioners to reach their full potential. To assist the owners with the running of the setting. To provide a safe, welcoming, respectful, inclusive, stimulating and encouraging environment, where high quality care and education is delivered within the Early Years Foundation Stage (EYFS), through a vast variety of play and learning opportunities that meet the needs and interests of all children, enabling them to feel confident and secure, resulting in children developing, learning and having fun.
Qualities:
Genuine, trustworthy, consistency, positive mental attitude, professionalism, confidence, independence, initiative, concision, listening skills, co-operation, problem solving, able to prioritise, individuality, decision making, positivity, engaging, passion, enthusiasm, respect for others, working under pressure, creativity, negotiation skills, excellent communicator, honesty, level-head, common sense, nurturing, approachable, tolerant, understanding, motivating, empowering, knowledgeable 
Effective Practice:
· Plan and provide safe, appropriate, child-led and adult initiated experiences, activities and play opportunities, both indoor and outdoor, which enable children to develop, learn and have fun
· Select, prepare and use a range of resources suitable for children’s ages, interests and abilities, taking account of diversity and promotion of equality and inclusion 
· Weave the Characteristics of Effective Teaching and Learning, and British Values, through your day to day practice, as well as other relevant guidance / programs for Early Years e.g. ECAT, sustained shared thinking etc. to create the best possible outcomes for children

· Actively support the development of children’s language and communication skills
· Promote positive behaviour, self-control and independence through effective behaviour management strategies
· Use professional knowledge of the individual and diverse ways that children learn and develop, taking into account the Characteristics of Effective Learning, to meet their differing needs
· Establish and maintain positive, professional and sensitive relationships with children and their families, where a rapport of respect, trust and support can form
· Be an excellent role model for children
· Enthuse and encourage children in becoming confident and independent thinkers and learners
· Encourage a culture of listening to children, paying attention to what they say, and valuing and respecting their thoughts and opinions 
· Adopt a flexible, creative and innovative approach towards practice and the environment, by being open to opportunities for improvement
· Promote children’s health, safety and physical, mental and emotional well-being through everyday practice
· Have high expectations for all children, demonstrating your commitment to supporting them to achieve their full potential 
· Meet the physical needs of children; encouraging good standards of personal hygiene, whilst promoting independence and teaching the importance of an active and healthy lifestyle 
· Encourage children to interact and work co-operatively with others
· Keep records of your key children’s development and learning and encourage parents/carers to contribute 
· Monitor and evaluate children's learning through a range of assessment and monitoring strategies
· Provide objective and accurate feedback and reports for parents/carers and other professionals on children’s achievements, progress and related matters
· Support parents/carers with their role in their children's learning and development, and provide additional support where necessary
· Be proactive in the continuation of your own learning to improve the outcomes for
children and their families
· Undertake and lead on additional responsibilities and/or roles when required e.g. SENCO or DSL
· Attend meetings as required and participate in training opportunities and performance development (including outside of typical working hours)
· Uphold and promote the setting’s high standards at all times, and maintain professionalism, including outside of the work place / hours
· Be accountable for the delivery and quality of your practice 

Working as a Team:

· Communicate and work effectively within the team
· Undertake duties set to you by the owners that will assist in the day-to-day running of the setting
· Take responsibility for setting up and clearing away of activities, equipment and resources 
· Carry out domestic duties, including food preparation and cleaning

· Be supportive to the team, including covering additional hours as needed due to staff holidays, sickness, training or family commitments, in order to meet Statutory ratios as detailed within the EYFS

· Be responsible for dedicated areas, and work closely with other Practitioners and Management to ensure these areas fulfil the requirements of the EYFS and other guidance, in order to meet the needs and interests of all children
· Support and supervise other Practitioners in their day to day duties, during training / qualifications, with their practice, with their Key groups and relating duties, and any other tasks that may required by Management 

· Be accountable for the delivery and quality of the above responsibilities and tasks 
Leadership Skills and Duties:

· Have a passion for our Curiosity Approach™ accreditation, and an excellent understanding of the EYFS 
· Champion our setting’s values – adventure, belonging, creativity, curiosity, experiences, imagination, independence, happiness, respect and uniqueness 
· Enthuse and encourage staff to become fantastic role models for young children

· Actively encourage and support the team, enabling them to turn their ideas into reality 

· Take a pride in the team; reward good practice and celebrate achievements 

· Demonstrate how to create and maintain an exciting, engaging environment, based on children’s interests

· Have an excellent knowledge and understanding of the Early Years industry and how it reflects on our setting e.g. legislation, procedures, policies, child development, safeguarding, child protection, First Aid, funding etc and keep up to date with changes

· Communicate clearly and consistently, cascading relevant communication within the team to ensure all staff fully understand what is expected from them, and what to expect, so that there is a consistent and professional approach e.g. environment planning, routine changes, staffing, information from parents etc.

· Liaise closely with the Leadership team, creating a united front 

· Support staff to ensure that all necessary documentation is completed fully and correctly, including observations, next steps, summative assessments, in-house referral forms, Progress Checks at age 2, Early Years Pupil Premium (EYPP), transition documents etc.

· Have a good knowledge of all children’s current interests and achievements
· Take a key role in overseeing children’s learning, development and progress
· Be responsible for creating, refreshing and maintaining a clean, tidy and engaging environment. This includes but is not limited to; wall displays, safety checks, continuous provision, exciting resources, furniture etc.

· Regularly complete self-evaluation tools

· Play a key part in the recruitment, induction and training of new staff; including their Settling In programs 
· Manage the team of practitioners on a day-to-day basis, including deployment 
· Arrange staff deployment by seeking out individual strengths and ensuring each team member shines and feels confident, whilst being considerate of the mixture of qualifications/experience 
· Be an inspirational role model for the staff team and children, enthusing and encouraging them to follow your lead

· Have a positive mental attitude, radiating a happy atmosphere every day

· Drive our values and vision, striving for consistently outstanding standards throughout our setting

· Demonstrate strong leadership qualities; kindness, honesty, trustworthiness and respect

· Value others, seeking their opinions and feelings to create a sense of value and appreciation

· Motivate and empower the team

· Listen carefully, patiently and actively, giving the team a genuine voice 

· Demonstrate respect and faith in others through collaborative working and delegation, as opposed to ‘micro-managing’ 

· Support practitioners with their ideas and feelings, enabling them to put them into reality
· Commit to their own ideas, demonstrating how influential every team member can be 

· Delegate appropriate tasks to practitioners, providing honest and encouraging feedback

· Create a culture of ‘team training’ whereby other qualified practitioners are confident in supporting new and/or unqualified staff and addressing undesirable practice
· Build emotional intelligence – recognising your own emotions, the emotions that others have, and the impact on others
· Be able to manage and adjust emotions to specific situations

· Manage any conflict early and informally, in a respectful, fair and consistent manner 
· Be able to effectively hold difficult or challenging conversations to swiftly tackle performance management 
· Encourage equality, diversity and inclusion, ensuring that everyone is treated fairly and consistently 

· Be able to ‘fit in’ to the team culture, whilst helping shape it for the better at the same time 

· Build resilience into themselves and the team, particularly during times of change or conflict 
· Deal with any concerns or complaints in a professional manner, referring to owners if/when necessary

· Support owners with staff supervision procedures e.g. peer observations, Supervision Meetings, Annual Appraisals

· Arrange and/or deliver high quality training opportunities 

· Co-ordinate and/or chair and/or minute staff meetings as required, in an engaging and professional manner 
· Be able to calculate statutory adult:child ratios efficiently

· In the absence of the Setting Manager, take sole charge. In their own absence, delegate the next appropriate Leader or Practitioner to take sole charge 
· Manage staff absences, arranging cover as necessary

· Recognise the importance of supporting individual wellbeing and work-life balance, as well as the links between these, performance and productivity 

· Promote positive mental health by detecting the signs and triggers of an unhealthy workplace and implementing steps to create change 
· Be alert to patterns and trends in staff absences and proactively help manage and reduce these through options like well-being programmes

· Liaise with other professionals and agencies as required, including our collaboration, shared care settings, primary schools for transitions, health professionals, training companies and more 
· Have a well rounded understanding of workplace issues and use this knowledge to actively create and maintain a happy, respectful and enjoyable environment every day 

· Be accountable for the delivery and quality of the above responsibilities and tasks
Policies, Procedures and Statutory Requirements:
· Understand, comply with, and assist with the development of Policies and Procedures
· Understand and implement all procedures in place for monitoring, reporting and referring concerns, including Safeguarding and Child Protection, Health and Safety and SEND / AEN
· Have a knowledge of, and adhere to current legal requirements, national policies and guidance relevant to the industry, including Health and Safety Regulations 
· Ensure high standards of hygiene and safety are maintained at all times
· Carry out Daily Safety Checks, Opening Checks and Closing Checks, that feed through into the setting’s Risk Assessments
· Ensure all records are completed accurately and stored accordingly, in line with the Data Protection Act where necessary. This includes registers and accident / injury / medication records
· Promote the equality and inclusion of all children and families through anti-discriminatory practice
· Be responsible for the planning, development and delivery of the Early Years Foundation Stage in order to meet all learning interests and needs of children, extending them where necessary. To contribute to the review and further development of the Early Years Foundation Stage in the setting
· Contribute to various self evaluation strategies of the setting
· Be accountable for the delivery and quality of the above responsibilities and tasks[image: image2.jpg]@rw wwﬂg awle and wender
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