


Deputy Nursery Manager
Job description and profile




Main purpose of the role:
· To plan and deliver effective daily management of the nursery, in accordance with Company policy, all relevant legislation, plus local authority and OFSTED requirements.
· To ensure the provision is of the highest quality; providing a safe, stimulating and caring child-centred environment catering for the children’s educational and developmental needs.
· To ensure that all agreed quality and safety standards are maintained in the nursery at all times.
· Responsibility for the recruitment and overall management of all childcare and other staff.
· To liaise closely with parents/carers to ensure high levels of involvement and customer satisfaction at all times.

Reports to: Manager/ Managing Director            Direct reports: Room leaders, Catering and Admin staff



	Key responsibilities and accountabilities
	

	1. To Assist the Manager in their responsibilities and accountabilities of Staff management and development and to take the lead when the Manager is absent.

	· Leads and manages a team, motivating them with a shared sense of
direction, pride and energy.
· Responsibility for the recruitment and overall management of all
childcare and other staff, including staffing rotas and chairing staff
meetings as appropriate.
. Carries out all appropriate checks on new
employees. 
. Liaises with the manager/managing director on HR related issues.
· Monitors all nursery staff, apprentices and student placements, to ensure the
effectiveness of service delivery in line with the nursery’s policies, procedures and core values.
· Identifies staff training and developmental needs, planning with the manager to ensure these needs are met.
· Assists the Manager with 6 monthly supervisions. 






	2. To Assist the Manager to control Operational procedures and to ensure the continuation when the Manager is absent.

	· Develops and manages the operational framework and standards to
ensure the smooth running of the nursery at all times. Ensures the
required standards, ratios and conditions of registration are maintained
at all times.
· Monitors occupancy levels to ensure that they are maximised and
proactively markets the nursery to meet these objectives.
· Ensures that the nursery’s procedures on child protection/safeguarding are adhered
to liaising with the Manager and local safeguarding teams as required.
· Ensures the highest standard of safety and security within the nursery,
in particular that security systems are always fully operational and used
properly by all staff. Establishes all appropriate emergency procedures.
· Responsibility for all health and safety issues within the nursery, ensuring compliance with the Company’s Health and Safety Policy and
procedures at all times.
· Operates the highest level of cleanliness and hygiene in within the nursery.
· Works with the cook, to ensure that the meals provided are healthy and nutritious and cater for individual dietary needs.
· Responsibility for the day to day management of the premises and
services, liaising with the Manager/Managing director to ensure essential repairs and maintenance of the building are carried out within budgetary limits



	3.Budgetary control – Assist the Manger to
	· Meet the occupancy and revenue target as set by the managing director.
· Collect fees reporting to managing director of all arrears.
· Control and manage budget for food, supplies and equipment to required standards and within budgetary limits.
· Establish and maintain inventories.




	4.To oversee with the Manager that the curriculum lead and SEND is ensuring the Curriculum development and good childcare practice.
	· Ensures that the planning and organisation of all educational provision meets the requirement of the revised early year’s foundation stage.
· To develop and implement initiatives that support children ensuring their individual needs are met within the group setting.
· Ensure that along with all staff that the statutory requirements as set by Ofsted are being met at all times, ensuring equality and diversity requirements are taken into consideration.
· Monitor and evaluate the effectiveness of the implementation of the early year’s foundation stage and identify areas for development.
· Ensure that staff are keeping correct records of children’s development and support staff where concerns related to child’s development arise.
· Ensure the implementation of the special educational needs code of practice and liaise with Herefordshire council’s special needs co coordinator in all matters relating to children with additional needs.




	5.Record keeping and reports
	· Collect and maintain accurate personal records relating to children, staff and families at the setting, providing regular reports to the Manager/managing director when required.
· Ensure safe storage and appropriate access for all information to comply with the data protection act.
· Ensure all records relating to the statutory requirements are current and complete and available at all times.




	6.Parental partnership, managing relationships and sharing information
	· Build strong relationships with parents through daily liaisons, and resolving any issues or complaints as they arise.
· Encourage the involvement of parents in the setting including promoting regular communication through assessment and reviews.
· Deliver childcare in a way that meets parent’s expectations and needs offering flexibility where possible.



	7.Liaison with outside agencies (multi agency)
	· Together with the Manager/Managing director develop links and a close working relationship with Hereford early years team to ensure nursery receives all information and support available.
· Attend meetings with other settings to promote a learning, best practice sharing relationship.
· Develop a good relationship with all local schools.
· Maintain strong communication with settings neighbours and quickly resolve any difficulties that may arise informing managing director of any issues.




	8. General
	· Attends and contributes to regular management meetings.
· Undertakes any other duties within the scope of the post as required.
· Maintain a flexible approach to the work of the setting in response to the needs of children, families and staff.
· Maintain communication with managing director at all times.



	9. Safeguarding 
	· Ensure that all relevant training is attended and implemented within the setting cascading knowledge to all staff.
· Ensure all safeguarding policies and procedures are being followed at all times.
· Maintain vigilance when supervising staff.
· Ensure all security equipment is working correctly at all times and bring to the attention of managing director anything of interest or concern.




Qualifications, experience and personal qualities required.

· Ideally foundation degree EYTT, EYT otherwise NNEB, NVQ level 3 or equivalent.
· Good level of applied literacy and numeracy.
· A minimum of three years’ experience of working in a management capacity within early year’s sector/ 3 years in a supervisory role within Early Years. 
· Sound knowledge of early year’s foundation stage and statutory requirements as set by OFSTED.
· Excellent written and verbal communication skills.
· Knowledge of health and safety legislation.
· Experience of OFSTED inspections and complaints procedures.
· Well organised and self-motivated.
· Strong people management skills with the ability to motivate and lead a team.
· Proactive and innovative approach to challenges and changes with strong problem solving capabilities.
· Flexible and receptive to change.
· Resilience.
· Passionate about early years care and education.
· Willing to learn new skills and undertake new training when required.
· Enjoys working as part of a team.
· Willing to work hours between 7.00am and 6.00pm.
