Little Angels Day Nursery, Northfleet

Job Description
Nursery Manager
Reports to:
Director
Roles & Responsibilities
1. To be responsible for providing a high quality of education and learning, ensuring that staff are properly deployed, and to offer appropriate stimulation and support to the children attending the setting.
2. To draw up and to supervise the daily programme of activities and events, including Forest School 
3. To oversee the day-to-day management, staffing, organisation and smooth running of the Nursery.

4. To take responsibility for drawing up long-term, medium-term and sessional curriculum plans which take into account the requirements of the Early Years Foundation Stage (EYFS), and to monitor the effectiveness of the setting’s curriculum; this may include working with external professionals
5. To have an appropriate action plan in place which enables the setting to achieve and maintain a minimum good Ofsted rating at the next inspection
6. To be responsible for implementing systems of observation and record keeping so that children’s progress and achievements are effectively and regularly assessed; to monitor the effectiveness of assessment procedures
7. To maintain a daily register and keep up to date records of all children using the setting.
8. To ensure that EYFS is being promoted and delivered in the setting and its principles adhered to.

9. To be responsible for admissions according to the admissions policy agreed by the Director.

10. To liaise closely with parents/carers, informing them about the setting and its curriculum, exchanging information about children’s progress and encouraging parents’ involvement.
11. The Nursery Manager must adhere to all Nursery Policies especially those with regards to Safeguarding and Child Protection, Equal Opportunities, Data Protection and Confidentiality.

12. The Nursery Manager is expected to, at all times, to maintain confidentiality of sensitive family information (subject to child protection policies and procedures).
13. The 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 organise the key person system and to effectively supervise staff on a daily basis; to be responsible for monitoring the quality of teaching; to participate in staff appraisals and to identify in-service training needs
15. To proactively manage Staff performance, carrying out induction, regular accountability meetings, supervisions, probation reviews and annual performance reviews, and setting clear work and development objectives

16. To inspire all Staff to establish and maintain effective learning through a culture of creativity and innovation within each setting

17. To ensure all complaints and safeguarding issues are dealt with in accordance with policies and procedures, to carry out investigations and be involved in disciplinary and grievance issues and or safeguarding investigations as necessary

18. Act as the Designated Safeguarding Lead (DSL) and Special Educational Needs Co-Ordinator (SENCO)
19. Must be aware and have a sound knowledge of child protection procedures and to ensure that the welfare and safety of children is promoted within the setting and that any child protection concerns are always acted upon appropriately and immediately.
20. To ensure that staff are appropriately supported to carry out their role effectively, including the Early Years SENCO
21. To ensure HR and people management activities (e.g. recruitment, contracts, payroll reporting, annual leave, sickness absence, grievances, disciplinary and leavers) are carried out in accordance within policy and practice

22. To address performance management issues promptly and effectively, and to support Staff in promptly addressing performance issues 

23. To order and maintain equipment and resources in the Nursery and to ensure these are safe to use at all times.
24. The Nursery Manager will make the decision to delegate tasks and responsibilities to the Deputy Manager and other staff in the Nursery.

25. To be responsible for organising training and monitoring staff and students in the setting.
26. The Nursery Manager must hold a set of keys to the Nursery.

27.  The Nursery manager will sign for orders and staff timesheets. 

28. The Nursery Manager will work closely with the Director ensuring that the Director is kept up to date with everything happening on the Setting.
29.  The Nursery Manager shall make recommendations and proposals about service developments and changes, but not to make decisions about substantive changes to the Provision without consultation with the Director.
30. To be accountable and responsible for day to day financial systems directly relating to the Nursery Provision.
31. To maintain effective and clear communication between the staff and all partner organisations.
32. Recruit, support, and appraise all staff to ensure high quality childcare practice and to develop staff teams and individual practitioners
33. Support and supervise all staff with their day-to- day duties
34. Identify training needs, develop a training plan and evaluate training undertaken by staff
35. Be responsible for participating in all self - development activities
36. Implement Health and safety policies within the nursery and ensure that the Deputy Manager and all staff are fully aware of health & safety procedures and infection control and; carry out regular risk assessments, equipment checks and fire drills
37. To actively participate in negotiations with Ofsted, Local Authority/Safeguarding Boards on safeguarding issues within area of responsibility

38. To carry out regular premises checks to ensure the physical environment of the settings are maintained to a high standard and comply with the requirements of the Health and Safety at Work Act, and adhere to EHO, food safety and COSHH regulations

39. To liaise with the Director, Ofsted services and other professionals as necessary and ensure that all legal and statutory requirements are implemented, and to provide reports as required.
40. To implement any recommendations made following regulatory inspections
41. To manage the petty cash system and to ensure that any systems for income collection or invoicing are followed
42. To attend any conferences, training events or meetings, as identified by the Director and to keep up-to-date with current good practice.
43. To ensure that accurate and up-to-date record keeping systems are in place, e.g. children’s records of progress and any behavioural and development reports, any safeguarding issues, health and safety issues, notes taken at staff supervision meetings, details of targets set and of any performance concerns discussed
44. To identify, plan, deliver and review quality improvement activities in the Nursery provision within the remit of responsibility ensuring action plans are in place and steps are being taken to improve practice

45. To ensure the Setting reflect on quality of its practice and drive the improvement of services

46. Monitoring for expenditures of the Nursery
47. To ensure that the setting complies with the General Data Protection Regulation and that staff receive appropriate training and guidance.
48. Participation in coaching and training programs

49. The Nursery Manager will maintain confidentiality at all times in respect of staff, finances and general aspects which requires the need for confidentiality.

50. To undertake any other reasonable duties as directed by the [trustees/owners/directors] in accordance with the setting’s business plan/objectives.
51. The 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, supervise and develop an effective team
· Managing & maintain effective communication with staff
· To be able to be approachable to families 

· Create basic child record systems

· Be competent in IT skills especially having excellent knowledge of MS Word, MS Excel and be able to create documents 
· Be competent and confident in answering letters, emails etc

Qualifications:
· Level 3 (NNEB/CACHE, BTEC or NVQ) & Above or Equivalent together with experience of Managing a Nursery for a minimum of 2 years.
This job description is not an exhaustive list of duties and the post holder will be required to undertake any other reasonable duties discussed and directed by the line manager. The post holder is also expected to be flexible and adaptable in their approach to fulfilling their duties.
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