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CARING IN ACTION






 JOB DESCRIPTION  /  PERSONNEL SPECIFICATION

	Job Title
	Early Years Manager ( Part time )
	20 hours per week 

( 2 days) 
	6 months contract to April 2018


	Department

	Early Years
	
	

	Main Purpose of Job 

· You will be expected to provide high quality, flexible childcare for families from the local communities;

· To oversee the day to day operation of the childcare unit for which you are responsible, ensuring that the best possible environment & care are provided for children at all times. 

· To work in collaboration with social workers, health workers & other professionals regarding sponsored day-care referrals. Where necessary, offer support to key workers in assessing new key children; devising individual education/action plans for key children to ensure their progress & development whilst under our care.



	Organisation Structure
	
	Reports to
	Chief Executive Officer


	
	
	
	
	

	
	
	Reports to
	Early Years Manager
( Full Time )

	
	
	
	
	

	
	
	This Position
	Early Years Manager

( Part Time ) 

	
	
	
	
	

	
	
	
	
	

	
	
	Manage staff 
	Team Leaders and Assistants


	Required Minimum Education:

· NVQ Level 5 (or working towards) in Early Years/Childcare. 

	Pre-requisites
· Belfast Health & Social Care Trust Vetting and Access NI check. 

· Ability to communicate effectively with staff at all levels

	Knowledge & Skills
· Knowledge, understanding and practical experience of children aged 0-11 years old.
· Knowledge and practical understanding of child development and parenting

· Knowledge and understanding of legislation and regulations relating to day care for young children and the inspections process for approval & running of day care settings

· Knowledge and ability to create and implement policies and procedures consistent with legislation, regulations and local requirements

· Able to work independently and to manage own time efficiently 

· Experience of managing, supervision and appraisal of staff

· Ability to develop an effective team

· Warm and caring personality – friendly and approachable to families

· Ability to create and implement basic systems for child records and financial records

· Ability to communicate effectively with staff at all levels


	Desirable Additional Education, Work Experience and Personal Qualities:

· Awareness of the work and Ethos of  OASIS

· Understanding of working within the Community/Voluntary sector
· Valid First Aid certificate
· Valid driving licence
· Music/art/craft skills


	No.
	Key Performance Areas / Tasks:  



	
	Planning & Decision Making

The EY Manager will work closely with the other members of the EY Management team. Information & guidance will be readily available; however, the post holder will be expected to work autonomously in relation to the day to day management of the childcare projects falling under the post holder’s remit. The role requires confidence to make day to day decisions thoughtfully & with a high degree of sensitivity to the needs of children & their families. 
The post holder will be expected to make recommendations and proposals about service developments & changes and as such will work alongside the other members of the Early Years Management team, to contribute to the strategic planning, monitoring, evaluation & development of the Oasis Early Years Project. 



	
	Work Demands

The post holder will need to demonstrate effective time management skills to meet the planned needs of their childcare units and any anticipated demands that might be reasonable foreseen. The post holder will need to retain flexibility to be accessible & available to all parents & staff. As such, they will need to make judgements about the delegation of tasks & responsibilities to other staff.

The post holder will be mainly office/nursery setting, but will be expected to attend meetings & training in other places as & when required. 


	
	Management & Administration

To oversee the day to day management, staffing, organisation & smooth running of your childcare units.
To develop & promote the ethos of Oasis and to create a welcoming & family friendly environment.

To be responsible for providing a high standard of care to children at all times, in accordance with statutory requirements. 

To approve the purchase of all relevant equipment, materials and resources and implement systems to ensure the care and maintenance of equipment and resources.

To keep a register and up to date records of all children under your care & to ensure regular feedback is given to parents about their child’s development & progress.

To ensure all other records including those required by Social Services & other statutory bodies are kept up to date with checks of these records being carried out on a regular basis.
Working alongside the Finance Dept. to be accountable & responsible for the day to day financial systems directly relating to the units falling under your remit. 

Ensure quality is maintained through relevant quality assurance schemes and regular room inspections.
To produce reports and other documents relating to the responsibilities of the post as requested by the 


	
	Staff Management & Supervision 

Responsible for the overall management of staff (including, from time to time, unqualified students on placement) in your project and to ensure staffing levels are maintained effectively and efficiently.

To identify training needs & facilitate staff training opportunities.

Working alongside the CEO to ensure accurate staff records relating to issues such as wages & payroll, absence & contractual changes etc. are maintained & updated. 

To prepare accurate wage & salary information for all staff employed by the projects falling under your remit & ensure the timely supply of this information to payroll ahead of each monthly wage run. 
To actively encourage & facilitate positive, professional working relationships among all staff in your project. Liaise with other members of the EY management team on staffing issues and how these might be best addressed. 



	
	Equal Opportunities

To support the provision of activities and opportunities, which promote equality, giving consideration to the children & their families, cultural, ethnic background, religious beliefs, gender & abilities.


	
	Communications & Relationships

To oversee the wellbeing & safety of the children by ensuring there is a safe & stimulating learning & care environment, which reflects inclusion & cultural diversity of the children, their families and the community.

To take a lead role in developing & fostering good relationships with parents/ careers; to ensure that plans made for their children are made in partnership and to ensure parents are involved in the life of the childcare setting.

To develop & foster good working relationships with other members of the team & other professionals using & visiting Oasis Early Years. 
To promote the provision of the Oasis Early Years childcare services with other organisations, social services, schools and parents to ensure the optimum number of children benefit from our provision. 
In conjunction with the EY Management team, to develop promotional materials for advertising the childcare provision.


	
	Policy & Practice
To have a key role in the development & implementation of essential EY policies & procedures. This will require creative thought together with an informed, current understanding of statutory requirements & best practice in regards to childcare provision. This work should be carried out in conjunction with the EY Management Team 
The post holder must also work to other company wide policies regarding Equal Opportunities, Data Protection & Confidentiality, Health & Safety etc. 

To oversee the planning of activities and experiences for the children, ensuring that their individual needs, strengths & interests are reflected throughout the planning.
Working with other members of the EY management team, ensure high quality, standardised systems for observing, recording, monitoring & evaluation are in place & maintained and that all staff are involved in the process of planning & evaluating the quality of care & learning. 

To work in collaboration with social workers, health workers & other professionals regarding sponsored day-care referrals. Where necessary, offer support to key workers in assessing new key children; devising individual education/action plans for key children to ensure their progress & development whilst under our care.

To take a lead, in liaison with the Early Years Management team and CEO  in developing & delivering family support initiatives, ensuring these meet with funder requirements.



	
	This role profile is not exhaustive, it will be subject to periodic review and may be amended to meet the changing needs of the organisation. The post holder will be expected to participate in this process and the charity would aim to reach agreement on any changes.



Transformed Lives, Transformed Communities

