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JOB DESCRIPTION

	Post:-
	Nursery Team Leader

	Responsible to:-
	Early Years & Childcare Manager
	Responsible for:-
	Nursery Staff Team

	Major Tasks/Job Activities:
· To take a lead role in the planning, delivery and evaluation of an age appropriate early years curriculum based on children’s interests and needs in line with current guidance and regulatory requirements.  
· To keep up to date with new developments relating to all aspects of early years policy and practice both locally and nationally.
· To promote the highest standards of practice by taking a lead role and maintaining an overview of the implementation of all relevant standards; organisational policies and procedures; work practice documents and NEC’s Competency Framework.
· To prioritise tasks, manage time effectively and provide direction and leadership relating to all aspects of the nursery.
· To design and manage staff rotas ensuring that the staffing levels required by the Care Inspectorate are maintained (as a minimum) at all times.
· To ensure that the nursery provides a cost effective service.  To further develop the service in line with the opportunities available and the changing needs of service users / target groups.
· To provide up to date information on all aspects of the nursery and produce reports about the service to a diverse range of stakeholders as and when required.
· To arrange and carry out enrolment meetings and induction visits for new and prospective users in consultation with staff.
· To closely monitor occupancy levels and the uptake of childcare places in conjunction with the Childcare and Education Manager.
· To assist with the recruitment and selection of staff in accordance with the organisation’s policies and procedures
· To be responsible for the support & supervision, performance reviews and personal development planning for staff within the childcare team.  To identify staff training needs in consultation with the Childcare & Education Manager
· To undertake duties to support the maintenance of North Edinburgh Childcare’s pool of sessional workers as and when required
· To lead by example through involvement in the daily programmes and other relevant practical and operational tasks.
· To ensure that each nursery playroom maintains all necessary standards, safety procedures and records relating to the health and safety of staff, children, parents and visitors to the provision, including attendance registers.
· To promote anti-racist, anti-sexist and non-discriminatory attitudes, behaviour and work practice.
· To take a lead role in actively promoting children and parents’ participation in line with the organisation’s policies and work practice guidance. 
· To work effectively as a member of the childcare team and communicate effectively with children, parents, students and colleagues within and out with the organisation.
· To give regular feedback to parents/carers as required and keep them fully informed on matters relating to the provision.
· To be responsible for petty cash and work with the Finance team regarding the timeous collection of fees as required.
· To oversee, and keep the Childcare and Education Manager informed of, the ordering of resources and equipment.
· To promote and maintain effective working relationships with professionals from external agencies. 
· To organise and attend meetings with professionals from external agencies as and when required.
· To promote North Edinburgh Childcare and the nursery across the local community and beyond.
· To liaise with North Edinburgh Childcare’s Training Team and other training providers regarding the provision of student placements.
· To keep the Childcare & Education Manager informed of any problems or issues relating to the service.
· To inform a Senior Manager when any child protection issues arise.  In the event of a Senior Manager not being contactable, to take a lead role in dealing with child protection issues and briefing a Senior Manager of any action taken.
· In the absence of the Departmental Senior Manager to report to the General Manager.
· In the absence of the Senior Management Team, to take responsibility for contacting and reporting to a Senior Manager, giving details of any given situation. To then relay any instruction or course of action to be taken back to appropriate member of staff and to also support and oversee final implementation.
· To be able to lift and carry up to 20kg.
· To carry out any other reasonable duties as required.

	Minimum Qualifications and Training:-
· Professionally qualified, the post holder will have substantial experience of working in this sector.
· Required to hold appropriate qualification in order to be compliant with SSSC regulations

	Special Conditions:-
· From time to time staff are expected to undertake evening and weekend work, for which time off in lieu is granted.
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