
 
 
 
 

               

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Early Years Assistant 

(Maternity Cover) 
Salary: £24,605.00 FTE (paid pro rata 

for term time, actual annual 

salary £18,673.44) 
 

To start: ASAP (Maternity Cover 

contract until 02.11.2023 *) 

Full Time / Term Time only plus 

INSET days (34 weeks per year)  

40 hours per week  

(08:00am – 4:00pm) 

 

 

Interview Date: 24th 

February 2023 morning 

Application Deadline: 
20.02.2023 at 9am  

 

 



 
 

EARLY YEARS ASSISTANT (MATERNITY COVER) 

St Michael’s Prep School is a co-educational day school with approximately 475 children aged 2-13, enjoying a beautiful 

location, overlooking 100 acres of land. Our state-of-the-art Pre-Prep building sets each child on a learning journey that is 

rich, active and inspiring. Children continue into the Prep School, taught by many specialist professionals who work 

throughout the school to provide a rich array of curricular and co-curricular opportunities. 

Are you looking for a new and exciting challenge? Working in our purpose-built Pre-Prep building you will be working as part 

of a dynamic team providing the best care and the most wonderful play experiences for our Early Years children. We are 

looking for an organised, creative individual who loves enabling the children to access all areas of learning through play.  The 

successful candidate will have an interest in how learning builds into success for our children going forward.  Our Pre-Prep 

staff are committed to giving our children the best start in their education. 

You will be expected to help plan and lead activities, working as part of the team and encouraging our Early Years children to 

‘have a go’. You will also take initiative when you see that tasks need to be completed, as well as helping to serve snacks and 

lunches. 

Benefits of working at St Michael’s Prep: 

As we are an independent school our terms are just 33 weeks long (5 weeks shorter than state schools).  

Our early years staff work 34 weeks per year which includes INSET days, when training for interesting 

and relevant topics is provided.  All staff working over the lunch period are entitled to a complimentary 

hot or cold lunch during term time. There is complimentary use of the swimming pool (at agreed times 

only). Annual Salary Review, classes are small, Parking on site is free, and we would welcome you to the 

St Michael’s family with a comprehensive, interesting induction program. 
 

St Michael’s actively manages the inclusion of its people and values human diversity, believing that our different 
ways of being and thinking adds value to our school community.  We are committed to creating and sustaining 
a more ethnically diverse workforce. In this regard, we welcome applications from people of all backgrounds 
who share our values in this area. 
 

If you would like the opportunity to find out more, please call Kim or Sathya in the HR team for a chat, 

we are happy to answer any questions you may have before applying. We reserve the right to close this 

advertisement early if we appoint before the close date, early applications welcomed. 
 

Please complete an application form (non-teaching) downloadable from our website, vacancies page 

Join Us | St Michaels School  

Please submit your application form with a covering letter (in MS word or PDF format only) including details of the skills, 

qualities and experience you have, and why you would like to apply for this position to:  
 

Mrs. Kim d’Albertanson at  recruitment@stmichaels.kent.sch.uk 
 

APPLICATION DEADLINE: 20th February 2023 at 9am 

INTERVIEW DATE: 24th February 2023 (morning) 
 

St Michael’s Prep School is committed to safeguarding and promoting the welfare of children and the successful applicant 
will be subject to an enhanced disclosure through the Disclosure and Barring Service and online digital presence checks if 

invited to interview.  

https://www.stmichaels.kent.sch.uk/vacancy/
mailto:recruitment@stmichaels.kent.sch.uk


 
 

JOB DESCRIPTION: EARLY YEARS PRACTITIONER (MATERNITY COVER) 

RESPONSIBLE TO: 

• Head of Pre- School 

• Head of Pre-Prep 

• Deputy Head of Pre-Prep  

• The Head  

• Governing Body  

JOB PURPOSE 

• To develop and maintain the outstanding provision of St Michael’s Early Years. Ensuring the smooth day 

to day running of the Nursery, and offering support and care to children and their families 

• To ensure the well-being, happiness and success of each child in an Early Years setting 

• Promote children’s independence and self-esteem through enabling their success 

• Work with and support the Pre-Prep staff in all aspects of the school life. 

 

KEY RESPONSIBILITIES 

• Contribute to and ensure the development, planning, implementation and evaluation of an appropriate 
play/care curriculum which meets the needs of children and their families 

• Prepare materials to support children with their learning 

• Act as a key worker for a specific group of children 

• Carry out intimate care duties (changing nappies as required and to assist with toilet training) 

• Feedback to colleagues and parents all achievements and any areas of concern appertaining to the child 

• Provide high quality care and a comprehensive range of appropriate, stimulating and creative activities 
which meet group and individual needs 

• Maintain displays of children’s work in and around the classroom areas 

• Ensure that all aspects of regulation and guidance are met, and that school policies and procedures are 
followed 

• Take an active role in the safeguarding of children at Pre-Prep at all times 

• Take part in regular team meetings 

• Work with parents and other professionals to ensure appropriate care and support for individual children 

• Ensure the health, safety and wellbeing of children attending St Michael’s through the application of risk 
assessments, fire drills and health and safety procedures 

• Maintain accurate records on the children in your care 
  



 
 

• Participate in ongoing training and development 

• Be aware of issues of confidentiality & GDPR 

• Maintain a positive ethos within the Pre-Prep and employ positive behaviour management strategies as 
appropriate 

• Maintain effective and appropriate communication with colleagues, parents and children 

• Develop and maintain a range of resources appropriate to children’s ages and stages of development 

• Maintain high standards of food hygiene at all times 

• Update children’s progress on Tapestry 

• Ensure safe handover of Early Years children after school 

 
OTHER DUTIES 

The post-holder may be required to perform duties other than those given in the job 
description for the post. The particular duties and responsibilities attached to the post may 
vary from time to time without changing the general character of the duties or the level of 
responsibility entailed.  
 

PERSON SPECIFICATION  

St Michael’s School is committed to safeguarding and promoting the welfare of children and 

expects all staff and volunteers to share this commitment. 

Our staff need to be: 

• eligible to work in the UK 

• passionate about working with children 

• committed to excellent provision for all children 

• great communicators 

• organised 

• proactive 

• efficient 

• reliable 

• flexible 

• great team players 

• computer literate 

• good at using their initiative  

• able to implement policies and carry out related paperwork tasks 
  

  



 
 

Our Early Years Assistants need to have:  
 

• a warm and encouraging manner  

• a sense of humour 

• relevant Early Years qualifications, NVQ3 or equivalent experience (applicants without 
experience may be considered but without NVQ3 or equivalent qualification, salary will 
be £21,180.00 (pro rata actual term time salary is £16,074.11) 

• strong literacy and numeracy skills (GCSE pass grade or above in English and Maths) 

• experience of working with Early Years children 

• the ability to form and maintain suitable relationships and personal boundaries with 
children 

• the ability to instil confidence in parents about the care of their children 

• use specialist curricular knowledge to support all children’s learning 

• a respect for the confidential nature of the post 

• imagination, creativity and lots of energy 

• energy, patience and initiative  

• an enhanced disclosure via the DBS (which the school would facilitate)  
 
It is desirable for our Early Years Assistants to have:  

 

• Level 1 Safeguarding Training (this can be facilitated by the school if not held) 

• First Aid / Paediatric First Aid Certificate (this can be facilitated by the school if not 

held) 

• Food Hygiene Level 1 Qualification (this can be facilitated by the school if not held) 

 

*This contract will run for the period of the Maternity leave of the member of staff being covered. The 

person is due back to work on 3.11.2023 but may return sooner with 8 weeks’ notice being given. 



STAFF VACANCIES AT ST MICHAEL’S PREP SCHOOL  
 

 
 

“At St Michael’s we work as a team: teachers, pupils and parents.” 

-Deputy Head of Pre-Prep 

 

 


