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Job Description

Our whole school is committed to safeguarding and promoting the welfare of children and young adults and expects all staff and volunteers to share this commitment.


	Post title:
Hours of work:
Salary:
Responsible to:
	Deputy Manager 
Full Time
Based on experience 
Headteacher

	
Main Responsibilities:
	 
· The deputy manager will be responsible for assisting the manager and stand in as acting manager when required.
· The deputy manager will assist the manager in the day-to-day running of the Nursery, ensuring effective management of staff and premises. 
· The deputy will assist the manager in overseeing the EYFS curriculum and liaison with parents, in accordance with the statutory requirements of the Early Years Foundation Stage Statutory Framework.
· Maintain confidentiality at a senior level
· In conjunction with the manager, assist in the effective daily management of the Nursery, by deploying staff to meet the needs of the business.
· To maintain and uphold the Nursery/school safety and security policies and contribute to the settings risk assessments.
· To ensure that the Nursery practitioners deliver a well-planned EYFS curriculum which is adapted and tailored to the children’s individual age and stage.
· To ensure the wellbeing of all children, according to the written polices of Ashley Manor Preparatory School, ISI/Ofsted registration requirements and all statutory legislation.
· In conjunction with the manager, ensure that all required standards, ratios and conditions of registration are maintained at all times.
· Organise and implement the Nursery Key Person approach in line with the EYFS Statutory Framework.
· To attend whole school Inset training days, Open Days and Parents’ evenings in accordance with Ashley Manor Preparatory School.
· To assist the manager by identifying staff training needs and ensure all trainees/students receive appropriate mentoring and support.
· Ensure that high standards of safety, security, hygiene and house-keeping are maintained at all times.
· To lead other practitioners by displaying best practice at all times.
· Co-ordinate prospectus visits in the Manager’s absence.
· In the manager’s absence, monitoring and control the budget within the Nursery, including the invoicing and payments of the children’s fees.
· Assist and contribute to the Nursery’s staff meetings and training sessions. 
· To assist the manager by ensuring all staff are kept up to date with current policies, procedures and ISI/Ofsted regulations.
· To take appropriate action and follow the correct procedures should a parent/staff member raise a concern or make a complaint.
· To work as a member of a team to provide at all times a safe, caring, stimulating environment for the children, in line with The Early Years Foundation Stage ( EYFS).
· To fulfil the role of a Key Person for a designated group of children in-line with the EYFS requirements.   
· To work in partnership with the parents in order to build effective communication between home and Nursery. 
· To ensure the provision of high-quality environment to meet the needs of individual children regardless of any disabilities, family backgrounds or medical history.  
· To ensure the maintenance of adequate standards of cleanliness and hygiene for the children attending the nursery.
· To undertake certain domestic jobs within the nursery, e.g. cleaning of equipment etc. and the cleaning of rooms. Ensuring the Nursery is kept clean and tidy. 
· To keep up to date with the Health and Safety at work Act. 
· To record accidents/incidents on the correct forms. 
· To uphold all safeguarding procedures. 
· To accompany small groups of children on regular outings around the school grounds. 
· To assist in the provision of support and guidance to students on placement. 
· To assist with meeting the children’s care needs such as dietary and personal hygiene.   
· To carry out any other duties requested by Head.
· To be aware of the high profile of the Nursery and to uphold its standards at all times both within work hours and outside.  
· To oversee SEN within the setting (see SEN job description). 
· To cover the late teas session from 3-30-6.00 on the four working days. 



	
Person Specification	

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable
	Method of 
assessment

	
Qualifications:

	
· NVQ level 3 in childcare and Education
· SEN qualification (training available)
	
BA Hons in Early childhood studies
Further qualifications with regard to safeguarding
FGM
Safer recruitment
	
Application Form

Production of the Applicant’s certificates

Interview


	
Experience/
Knowledge:
	
· Experience of working with children aged 9-months, preferably within an educational or nursery context.
· Knowledge of the Early Years Foundation Stage
	
· Experience of deputy management
· Recent experience of working in Early Years Education
· Experience of working with children with special educational needs.

	
Application Form

Production of the Applicant’s certificates

Interview

Professional references


	
Skills:
	
· An ability to communicate effectively both verbally and in writing.
· An ability to devise and implement a range of strategies to support learning and enjoyment of learning.
· Ability or organise their time effectively 

	
	
Application Form

Production of the Applicant’s certificates

Interview

Professional references


	
Personal competencies and qualities:
	
· A genuine enthusiasm for working with young children.
· A commitment to overcoming barriers to learning.
· An ability to inspire confidence.
· A positive attitude.  
· An ability to strike a good professional rapport with children, staff and parents.
· Being a positive role model.
· To be flexible to the needs of the students.

	
	
Application Form

Interview
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