	Job description:
	Childcare Co-ordinator
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footprints





	Location:
	Footprints Women’s Centre

Poleglass
BELFAST

BT17 0AR


	Work Pattern:

35 hours per week
Salary: £22,000 pa
	

	Job Purpose:


	To assist the Childcare Manager in the day to day management of the Childcare facility, ensuring quality of practice.

	Reports to:
	Childcare Manager/Centre Director

	
	

	Main Duties:

1. To develop and maintain best practice in relation to Children’s Services throughout Footprints childcare facility in conjunction with the
 Childcare Manager
2. To supervise the childcare teams’ delivery of best practice in the following key areas ensuring that practice standards conform with 
current legislation
· Planning and delivering appropriate development activities

· Planning and maintaining of the daily routine

· Record Keeping

· Maintaining Health and Safety standards

· Completion of observation records

· Partnership with parents

3. To be responsible for the efficient day to day operational management of childcare facility
4. To fulfill line management responsibilities for all Practice Leaders and to assist the Childcare Manager in the provision of induction 
               and development, direction and appraisal to all team members
5. To provide cover in the childcare department as and when required

6. To assist the Childcare Manager in maintaining occupancy of childcare places to meet the demands of all services users

7. To be responsible for the co-ordination of administration and monitoring information within the setting and to ensure that the 
organizational   data base is maintained with up to date information at all times

8. To ‘act up’ in the absence of the Childcare Manager and to undertake the role of Designated Officer

9. To maintain and develop good safeguarding practice within Footprints Women’s Centre

10. To maintain positive working relationships with Social Services and to attend review meetings/case conferences, as appropriate

11. To work closely with the Childcare Catering Worker to ensure a balanced nutritional menu is maintained for all children

12. To implement and monitor financial controls related to other programmers

13. To attend staff supervision, meeting and training as required

14. To undertake any other reasonable duties which may be required from time to time


	Person Specification

	

	Criteria
	Essential/

Desirable
	Measured By:

	1. Education/ qualifications
	1.1
1.2
	QCF Level 5 Early Years Qualification 
IT Qualification 
	ESSENTIAL
DESIRABLE
	APPLICATION FORM & INTERVIEW
APPLICATION FORM & INTERVIEW

	2. Experience
	2.1
2.2
2.3
	Three years post qualifying experience of which at least 2 have involved supervising/managing staff within a daycare/nursery setting
Experience of working directly with Social Services/outside agencies particularly in relation to safeguarding issues
Experience of managing the implementation of a recognized child curriculum
	ESSENTIAL
ESSENTIAL

ESSENTIAL 
	APPLICATION FORM & 
INTERVIEW
APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW 

	3. Abilities/
skills/ 

knowledge
	3.1
3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10

3.11

3.12


	A current knowledge of childcare practice Eg Early Years Foundation Stage Curriculum/Birth to 3 Matters
Ability to Supervise 

Ability to lead and develop teams/work as part of team

High level of numeracy and literacy 

Manging and maintaining financial controls

Practical experience of record keeping with Microsoft office packages, in particular Microsoft Word and Microsoft Excel

Ability to build positive relationships with parents and other professionals 

An awareness of needs and relevant training 

A commitment to the ethos of Footprints Women’s Centre
A genuine desire to work with children

Ability to work flexible hours

Ability to lift children and equipment when required 
	ESSENTIAL 
ESSENTIAL

ESSENTIAL

ESSENTIAL

ESSENTIAL

ESSENTIAL 

ESSENTIAL

ESSENTIAL  

ESSENTIAL

ESSENTIAL 

ESSENTIAL

ESSENTIAL 


	APPLICATION FORM & INTERVIEW 
APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW 

APPLICATION FORM & INTERVIEW

	
	3.13

3.14
	Ability to work independently and to manage your time efficiently 

Ability to implement current practice standards
	ESSENTIAL

ESSENTIAL 
	APPLICATION FORM & INTERVIEW

APPLICATION FORM & INTERVIEW 
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