
 
 

Job Description 
 

Designation:  Deputy Nursery Manager    
 
Responsible to: Nursery Manager  
 
Grade:   Future Schools Trust Scheme 5 

 
 

Operational 
 

 Deputising for the Nursery Manager and being responsible for the daily running and 

administration of the nursery during the Manager’s absence.  

 Supporting and liaising with the manager on a daily basis. 

 Key holder responsibility and security.  

 Ensuring the nursery meets the required standards, ratios and conditions of registration. 

 Adhering to Tiger Cubs Day nursery Policies and Procedures and complying with the Children’s 

Acts of 1989 and 2004. 

 Possessing a thorough knowledge of Ofsted/Early Years Foundation Stage day care standards 

and effectively implementing these requirements. 

 Maintaining liaison with all relevant authorities to meet their reporting criteria. 

 Supporting and monitoring EYFS statutory framework to ensure each child develops within a 

stimulating environment. 

 Ensuring the nursery offers an environment which reflects the cultural diversity of all children.  

 Monitoring the completion of children’s developmental and observation records. 

 Supporting the Manager in organising and attending a minimum of two parents’/carers’ evenings 

per year. 

  Supporting the Manager in organising and attending events that publicise the nursery; these 

may include fundraising charity events and open weekends. 

 Supporting the Manager in developing and maintaining links within the local community to 

create a positive nursery profile. 

 Supporting the Manager in creating and maintaining successful and professional partnerships 

with parents/carers. 

 Adhering to the Tiger Cubs Day Nursery reporting procedures. 

 Ensuring close supervision of children during all meal times and adhering to the allergy and 

dietary requirements of all children within the nursery. 

 Following Tiger Cubs Day Nursery procedures for the positive management of children’s 

behaviour. 

 Any other duties appropriate to the post as directed by senior management. 

 
 
 
 



 
 
 

Personnel  
 

 Working with the Manager to follow procedures to ensure effective recruitment of employees.. 

 Supporting students, volunteers and regular visitors to the nursery 

 Under the direction of the Manager carrying out effective employee inductions and holding 
quarterly reviews and annual appraisals.  

 Identifying and addressing staff training needs in liaison with the Manager. 

 Supporting staff to ensure their performance is effective and in line with Policies and Procedures 
and if necessary invoking the New Line Learning disciplinary process. 

 Carrying out disciplinary procedures and undertaking investigations where necessary. 

 Supporting the Manager in maintaining appropriate levels of qualified staff within the nursery. 

 Deploying staff effectively to maintain the correct staff ratios. 

 Supporting the Manager in cascading effectively to all employees changes to 
documents/procedures as directed by New Line Learning Academy. 

 Providing leadership and day to day management for the nursery staff. 

 Providing a positive role model to the staff team. 

 Maintaining staff motivation through promoting the Tiger Cubs Day Nursery and recognition 
ethos.  

 Leading, managing and developing the nursery team ensuring that each staff member makes a 
positive contribution to the success of the nursery. 

 Chairing and attending, organising and facilitating regular staff meetings. 

 Supporting the Manager in facilitating and   attending regular internal and external training. 
 

Financial 

 Supporting the Manager to effectively manage the nursery budget. 

 Liaising effectively with the Nursery Manager. 
 

Health and Safety    

 Complying with Health and Safety legislation. 

 Maintaining the highest standards of cleanliness/tidiness within the nursery. 

 Carrying out health and safety checks as outlined within Tiger Cubs Day Nursery Policies and 
Procedures. 

 Adhering to health and safety procedures including the carrying out of risk assessments. 

 Being aware of the outcome of risk assessments and fully implementing the specified controls. 

 Remaining aware and observant of all health and safety issues in the nursery and where possible 
reducing the risk of any accident, even in the absence of a risk assessment. 

 Promoting health and safety through periodical employee briefs on the importance of health and 
safety, or training staff where necessary. 

 Supporting the Manager in keeping and monitoring accident and incident records and ensuring 
all relevant reports are submitted to the regulative bodies. 

 Ensuring Tiger Cubs Day Nursery medicine procedures are adhered to. 

 Maintaining allergy management systems in line with Tiger Cubs Day Nursery. 
 



 
 
 
 
Designated Safeguarding Lead 
Where the post holder is required to undertake the role of DSL, an additional appendix will be attached 
to this Job Description detailing the responsibilities of that role. 
 
This Job Description is provided to assist the post holder to know what his/her duties are.  It may be 
amended from time to time without change to the level of responsibility appropriate to the grade of the 
post. 
 
 
Person Specification 
 
Knowledge and Experience 
 

 Must hold a full and relevant Level 3 EYFS Qualification 
o To check if it is full and relevant please visit: 

https://www.education.gov.uk/eypqd/qualification-search.aspx  

 Must be qualified to administer pediatric first aid (or willing to train). 

 Recent experience of working with babies and toddlers in a childcare environment. 

 Demonstrate a knowledge of developmental and learning needs of young children. 

 Knowledge of Health and Safety procedures and legislation in relation to EY care. 
 
Skills and Abilities 
 

 Ability to set boundaries for children and manage their behaviour appropriately and sensitively. 

 Proven ability to work as part of a team and managing a team. 

 Ability to work using own initiative.  

 Excellent communication skills 
 
Personal Qualities 
 

 Flexible approach to work. 

 Reliability and Integrity. 

 Positive attitude to personal development and learning. 

 Positive role-model to colleagues, students and visitors to the nursery. 
 
 
 
 
 
 

https://www.education.gov.uk/eypqd/qualification-search.aspx


 
 
 
 
Health and Safety Statement 
 
So far as is reasonably practicable, the postholder must ensure that safe working practices are adopted 
by employees, and in premises/work areas for which the postholder is responsible, to maintain a safe 
working environment for employees and students/pupils. 
 
Safeguarding Statement 
 
Future Schools Trust is committed to the safeguarding of all of its young persons and expects all staff, 
volunteers and adults to work within the parameters of the policies and procedures as agreed by the Full 
Governing Body to ensure the safety of all young persons within its care. 


