Mews Nursery & Play Club


Combined Job Description, Terms & Conditions, and Person Specification

Job Title:
   
Nursery Manager

Job Summary:

To manage the running of the Mews Nursery 
           

                      Play Club for children from 3 months to 5 years in the

 Nursery and school age in the play club         
Responsible to:

 Centre Manager
Key Responsibilities:
1.  To have a sound knowledge, understanding and experience of learning through play.

2. To understand the way in which children develop and a commitment to helping each child to reach his or her full potential, physically, socially, emotionally, and intellectually. 

3.  To be fully conversant with and adhere to the Statutory Framework for Early Years Foundation Stage.

4.  To ensure that the necessary steps are taken to safeguard and promote the welfare of children as detailed in the Statutory Framework.
5. To lead a team of qualified and trainee staff and ensure that each is attaining the required standard. 
6. To be responsible for the recruitment process and induction of staff in accordance with the Salvation Army Policies and procedures
7. To ensure that all staff are introduced to the setting systematically so that there is clear core induction on all aspects of health and safety, hygiene, safeguarding and protecting children and the basic welfare practices.
8. To ensure that all staff have specific job induction and training in their particular role.
9. To ensure that all staff have an annual appraisal and regular supervision meetings to support the requirements of the responsibilities of their job.
10.  To represent the Mews project on appropriate committees and to liaise with any outside agencies as deemed necessary to its success.

11.  To ensure that all records and registers are maintained in accordance with agreed procedures, as required by OFSTED and the centre archiving procedures and in compliance with the Data Protection act.

12. To be conversant with, and implement current legislation as it affects the running of the Nursery and Play  Club.

13.  To implement the Mews Health and Safety Policy and make recommendations as deemed necessary and in particular to review all Risk Assessments annually.
14. To ensure that the provision is marketed effectively in print and web.

15. To ensure that the nursery budget and occupancy level are kept under constant review and places are systematically monitored to maximise revenue and profitability. 
16. To ensure that both sales and purchase invoices are paid promptly and Management Committee policy is implemented for controlling credit.
17.  To liaise with the duty manager to ensure adequate provision of the cleaning, office and food services as agreed.
18.  Undertake other duties and training as required for the effective running of the Mews project.

Flexibility Clause:
This is a description of the job as constituted at the date shown. It is the practice of The Salvation Army to examine job descriptions, to periodically update them and ensure they relate to the job being performed, or to incorporate any proposed changes,

In these circumstances, it will be the aim to reach agreement to reasonable changes, but if agreement is not possible, The Salvation Army reserves the right to make changes to this job description following consultation.
Date Last Updated    01.03.2010
Job Title

Nursery Manager – Full Time
Terms and Conditions of Employment

The starting salary for this post is £27,579 if qualified to Early Year Professional Status and with managerial experience or £22,964 if working towards Early Year Professional Status.  Salaries are reviewed annually 1 April. All appointees will have supervisory experience in a nursery setting. 
Hours and Holidays

The hours are minimum 37.5 – 39 hours per week Monday to Friday plus meetings
The initial holiday entitlement is 33 days including bank holidays 
Probationary Period

It is the policy of the Salvation Army to offer the successful candidate a trial period of three calendar months’ employment in the first instance, during which one week’s notice in writing may be given either side. Upon successful completion of the trial period confirmation of employment will be given.  
Equal Opportunities

The Salvation Army operates an Equal Opportunities policy for all employees. It is committed to the development of policies to promote equal opportunities in employment. It aims to ensure that employees or individuals seeking help from the Salvation Army should receive no less favourable treatment on the grounds of race, sex, or disability.

Health and Safety

All employees are required to comply with the Health and Safety at Work Act 1974.  The Salvation Army operates a No Smoking Policy in all of its premises.

Pension All permanent employees working at least 8 hours per week, aged 18 -60 years are offered the opportunity to join The Salvation Army Employees’ Pension Fund.  The contributions are fixed at 4 % of total salary and the employer pays a further percentage. Any member may make additional contributions up to the maximum allowed by the Inland Revenue.  There is an opportunity to pay Additional Voluntary Contributions (AVC’s) of which the Salvation Army will match up to 4 % of Salary of the additional contributions paid. 

Parking Facilities/Transport

It is regretted that there is no parking on the premises for members of staff. There is zone parking for residents only around the premises so that free parking in the area is limited to streets on the outer regions of the area. There are nearby car parks where season tickets may be purchases but this is the responsibility of the member of staff. 

An interest free loan is available to purchase a season ticket 
Person Specification

Job Title –Nursery Manager
	Factor


	Essential
	Desirable

	Experience and job related knowledge

	· Experience of planning and implementing learning through play 
· Experience of responding to and preparing for various inspection bodies

· Evidence of working in a supervisory position in a childcare setting
· Evidence of  monitoring staff development 

· Knowledge of current legislation relating to Early Years Foundation Stage


	· Evidence of a key management position in a childcare setting graded at least as ‘Good’ by Ofsted 
· Proven experience of dealing with parents and external agencies
· Budget and Financial experience


	Education and Qualification

	· Good General Education

· NNEB, CACHE or NVQ Level 3,  or equivalent in childcare

· working towards or being prepared to work towards Early Year Professional Status

	· Early Years Professional Status

· Evidence of other appropriate training, or skills development

· Knowledge of the computer and its use in childcare settings



	Disposition

	· Proven interpersonal skills

·  Ability to lead, motivate and enthuse staff

·  Ability to work to deadline

·  Ability to work under pressure

· Confident Communicator or detailed information both written and verbal 

	


