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Job Description

Early Years Manager
Responsible to:          Chairperson of the committee
Purpose of Job:         The Early Years manager will be expected to provide a high quality of education and care for young children in line with statutory requirements. To work in collaboration with the Pre School management team, contribute and implement Pre-School policies and procedures and to maintain a stimulating, enjoyable and safe environment.

 Main duties 

1. To be a member of the management team and to contribute to the strategic planning, monitoring, evaluation and development of the Pre School ethos.
2. In collaboration with the Preschool management team ensure delivery of the Early Years curriculum 

3. To be responsible for and to oversee the day to day management of staff, organisation and smooth running of the Pre School. 

4. To e
5. nsure the implementation and regular review of the preschool policies and procedures. 

6. To undertake One to One’s, appraisals, identify training needs and implement staff development plans with the Early Years Practitioner team. 
7. To assist with the recruitment and selection of new staff in line with the Pre School policies and procedures.

8. Oversee the induction of new staff in line with the Pre School Induction program. 

9. Conduct staff observation to assist with the continuous development of staff. 

10. To assist in the responsibility of drawing up the long term, short term and daily planning
11. To be responsible for the high quality of teaching in line with statutory requirements, ensuring that staff are properly deployed and offer appropriate stimulation and support to the children.
12. To act as a key person to a small group of children, liaising closely with parents/carers and ensuring each child's needs are recognised and met. 

13. To implement systems of observation and record-keeping so that children’s attainment and progress are regularly assessed; to help monitor the effectiveness of assessment procedures.

14. To be aware of any special needs a child may have and to familiarise oneself with relevant play and learning plans.

15. To ensure that the pre-school is a safe environment for children, staff and others, that equipment is safe, standards of hygiene are high, safety procedures are implemented and fire drills are regularly practiced.

16. To co-ordinate ordering and maintenance of the Pre School equipment and resources as per the Pre School policy and process and budgets.
17. To ensure records are properly maintained, eg daily attendance register, accident and incident book

18. To advise the Pre-school Socco of any concerns e.g. over children, child protection, parents/carers or the safety of equipment, preserving confidentiality as necessary.

19. Work in partnership with parents/carers, informing them about the pre-school, exchanging information about children’s progress and encouraging parent/carers’ involvement. 

20. To attend staff meetings

21. To attend in-service training courses and meetings as required. 

22. To liaise with the Chairperson and committee providing information as requested and attend committee meetings as requested.

23. To assist in the daily cleaning routines and ensuring opening and closing down checks are completed on a daily basis 

24. To keep completely confidential any information regarding the children, their families or other staff which is acquired as part of the job.

25. To keep up-to-date with current good practice.

26. To liaise with the supervisor, Ofsted services and other professionals as necessary and ensure that all legal and statutory requirements are implemented; to provide reports as required.

27. To ensure all requirements with regards to health and safety or the children, employees and others visiting the setting is in place. 

28. To provide a financial reports to the committee and assist the committee when setting budgets.

29. Ensure the Preschool agreed budgets are maintained.  

30. To undertake any other reasonable duties as directed by the Chairperson or delegated person.
NB: This post is exempt from the Rehabilitation of Offenders Act 1974. Applicants must be prepared to disclose any convictions they may have and any orders which have been made against them.

	ESSENTIAL 
	DESIRABLE 

	Skills, aptitude, knowledge and experience. 

· CACHE/ NVQ  Level 3 in Early Years.

· 3years experience of working in and / or managing  a childcare setting.

· A positive approach to learning and evidence of continuous professional development.  


	· Level 5 or above in Early Years / Children and Youth services
· Managing and supervising staff 
· Health and Safety in the workplace.

· Safer recruitment training.

· Designated Safeguarding Lead Training 

· Knowledge of working with SEN  and the  EHCP process

	Personal Qualities
· Self Motivated

· Punctuality

· Excellent communication skills, with children, colleagues, parents/ carers and partners.

· Good organisational skills, record keeping and planning. 

· Reliability and trustworthiness

· Flexible approach.

 
	

	Equality and Diversity

· Commitment to equal opportunities. 
	

	
	

	
	


Supervision / Management of People 
The post holder will be responsible for management, supervision and appraisal of the following staff

· Early Years Practitioners – Level 2 /3 

· Early Years Practitioners - Unqualified Staff

· Midday Assistant 

· Voluntary staff assisting in the capacity of care of children. 

Creativity and Innovation
· The Early Years manager will have a key role in planning and monitoring of the Pre School and implementing essential policies and procedures. This will require creative thought together with an informed understanding of statutory requirements and best practice for childcare. 

· The Early Years  Manager must work to Pre School safeguarding policies about keeping children safe, equal opportunities, Data Protection and confidentiality. 

· The Early Years  manager will need to understand and implement the Pre School policies and procedures in relation to staff, buildings and resources i.e Health and Safety. 

Contacts and Relationships.

Working relationships will include and are to be promoted with  :-

Internal

· Early Years Professional

· Chairperson and committee 

· Staff

· Children

External

· Ofsted

· Parents and families

· Staff from other agencies and settings including but not limited to local primary schools, other Early years settings. 

The Early Years manager will be expected to build good working relationships at every level. Working in partnership with parents and families is highly valued and the Early Years Manager must be approachable, friendly and able to communicate effectively at all times. 

At all times the Early Years Manager will be expected to respect the confidentiality of sensitive family information (subject to child protection policies and procedures) 

Decisions 

· Information and guidance will be readily available, however the Early years  Manager will be expected to work autonomously in relation to the day to day management of the Pre School. The role requires the confidence to make day to day decisions thoughtfully and with a high degree of sensitivity to the needs of children and families. 
· The EY manager will be expected to make recommendations and proposal about development of the Pre School , but not to make decisions about substantive changes to the Preschool without consultation with the committee first i.e changes to environment and use of rooms. 

Consequences

· Decisions made by the EY  manager will directly impact on the day to day quality and flexibility of day care for children and families. 

· The EY manager will exercise discretion when implementing policies and will be expected to interpret policies and procedures thoughtfully, consistently and tactfully. 

Resources

· The EY manager will have day to day responsibility for planning of activities in the Pre School and for the use of resources. Also for ensuring that the provision is clean, safe and welcoming to our children and families. 

· The EY manager will be an authorised signatory for staff timesheets. 

· The EY manager will be a key holder. 

Work environment

· a)  Work Demands
 
· The EY Manager will need to demonstrate effective time and resource management to meet the planned needs of children and families and any anticipated demands that might be reasonably foreseen.  The EY Manager will need to be attentive to a planned timetable whilst retaining the flexibility to be accessible and available to parents and staff.  The EY Manager will need to make judgements about the delegation of tasks and responsibilities to the other staff in the Pre School
· Bollington Pre School is a not for profit organisation and the purchase of resources relies on fundraising. The EY manager will be expected wherever reasonably possible to support the Pre Schools fundraising events. 
· b)  Physical Demands
· The work requires normal physical effort.  It may occasionally involve lifting and handling of training equipment, play equipment and other resources and to be involved in practical activities and physical care of young children.

 

· c) Working Conditions
 
· The EY Manager is mainly office/nursery based, but will be expected to attend meetings & training in other places.

