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Job Description and Personal Specification

Role:			Nursery Manager

Responsible to:	Director of Children’s Services, Senior Nursery Manager and the Chief Executive

Our values:  
The post holder will be expected to operate in line with our workplace values, which are: 

 
We are kind  
We treat everyone with empathy, respect and compassion.  As kind individuals we prioritise the wellbeing of others, offering support and understanding in every interaction.  We believe that kindness strengthens our community and creates a positive, inclusive environment where everyone can belong and thrive. 
 
We are curious 
We embrace a mindset of lifelong learning and exploration.  As curious individuals, we ask questions, seek new perspectives, and are open to discovering innovative solutions.  We are driven by a desire to understand, grow, and continually improve both personally and as an organisation. 
 
We are custodians 
We care deeply for the legacy and future of our YMCA and the transformative work we do.  As custodians, we take pride in protecting and nurturing our assets and our community, ensuring our mission thrives for generations to come.  We are active stewards of the planet, making thoughtful choices that contribute to a sustainable future.  Through our actions, we honour the trust placed in us to cre4ate lasting, positive change and safeguard the world we all share. 
 
We are wavemakers 
We are bold, innovative and unafraid to challenge the status quo.  As wavemakers, we actively create positive change and aim to inspire others.  We take initiative, drive progress, and make a meaningful impact on our community and beyond. 
 
We are genuine 
We are honest, transparent, and true to our word.  As genuine individuals, we act with integrity and authenticity, building trust and fostering meaningful connections.  We stay true to our mission and values, ensuring that our actions consistently reflect who we are and what we stand for. 







Responsible for

The post holder supervises qualified and non- qualified Child Care staff, non- teaching staff, casual/bank contracts, students and regular volunteers at the Nursery. The post holder has responsibility for staff appraisals, supervision, recruitment, capability, conduct and disciplinary procedures.  The post holder is responsible for ensuring the safe keeping of the nursery building and outdoor play areas and the financial viability of the childcare setting.

Job Purpose
To lead, manage and inspire the provision of exceptional childcare in a child-centred environment in which children up to the age of eleven are cared for in a safe, nurturing and stimulating way. 
To promote unique development and wellbeing for all children. 
To monitor and evaluate the performance of the nursery and to plan for its development and continuous improvement. 
Duties and Responsibilities
· Be a positive, professional role model for childcare staff, students and children
· Promote a calm, caring and reassuring atmosphere in the nursery in which every child feels included, valued and secure and is able to develop to their full potential at their own pace
· Provide leadership, guidance and informed advice on all child care issues to staff, students and volunteers within the nursery taking account of any new legislation and guidance
· Effectively manage the day-to-day operation of the nursery including the maintenance of Ofsted staff/child ratios, the deployment of staff to pre-notified rosters.
· Supervise staff to deliver a varied programme of childcare activities that meet the requirements and principles of the Early Years Foundation Stage, Ofsted and the Nursery’s legal policies and procedures
· Ensure that observations and assessments inform future planning and that records of children’s development are maintained and kept up to date
· Establish and maintain, through supervision and staff training, a safe and hygienic environment for children, staff and visitors in accordance with legal requirements and best practice and Health, Safety and Welfare Policy.
· Ensure exceptional standards of teaching through planned supervision, monitoring, professional development, mentoring and clear performance management
· Ensure that the key worker system in place is a working tool for members of staff to take responsibility for individual children’s learning and development, raising concerns as soon as they are apparent
· Track and moderate children’s observations and progress using Tapestry (on-line system) or manual systems to inform the staff, Local Authority, the schools/ settings and parents. 
· Complete the Ofsted SEF and a quality assurance scheme such as Bristol Standards
· Lead on child protection and safeguarding policies and procedures ensuring that all concerns are dealt with in the correct and timely way and all meetings and procedures are attended where relevant. 
· Ensure that there are records of all accidents, incidents and safeguarding concerns and any signatures are collected and any referrals are made. 
· Ensure that children with Special Educational Needs are fully integrated into the group and have equality of opportunity following the Nursery SEN Policy and procedures. 
· Foster positive relationships with parents to ensure good quality communication reflecting parental needs as well as promoting the child’s welfare and development
·  Support parents with parenting skills when needed and ensure parents are fully informed of their child’s needs; referring to other agencies or working in partnership as required. 
· Ensure that confidentiality is maintained with regards to all staff, children and their families at all times
· Follow data protection procedures 
·  Plan expenditure within the limits of the monthly and annual budgets including staff wages and all other expenditure
· Carry out or supervise the administration for the nursery by using the software (First Steps) and Bath office systems and ensure data is up-to-date and correct. 
· Print invoices on a monthly basis for parents and collect fees by the date due.


Please note: This job description outlines the main duties within your role; however our organisation is continually evolving and management may ask you to undertake other duties outside of this job description and in line with the needs of the department at the time.  Your flexibility in this post is therefore essential as this helps us to improve and drive positive change.

Special conditions

The jobholder is based in a childcare setting and there is regular background noise. The work involves some crouching, stretching or working in constrained or awkward positions e.g. when dealing with children. There may occasionally be the need to deal with body fluids when giving personal care to children and there is a requirement to wear protective clothing.

Health and Safety

· Assist in ensuring that the setting is a safe environment for children
· Assists senior staff in implementing Health & Safety checks and Risk Assessments
· Assists in ensuring high standards of cleaning and hygienic procedures 
· All individuals have a responsibility for their own health and safety and that of others who may be affected by their acts or omissions.













Person Specification
	Qualifications and knowledge
	Essential
	Desirable

	
	early childhood studies To hold a full and relevant NVQ4 or above in childcare or 

	√
	

	
	Knowledge and experience of quality standard accreditations and working within an environment where these are held
	√
	

	
	Knowledge and understanding of confidentiality and Data Protection principles and practice
	√
	

	
	Experience of safeguarding principles and practice
	√
	

	
	To have good IT skills

	√
	

	Experience

	
	Experience of building and maintaining effective relationships/contacts
	√
	

	
	Good organisational skills
	√
	

	
	Good verbal, written communication, and interpersonal skills
	√
	

	
	Able to work on own initiative and as part of a team
	√
	

	
	Commitment to personal professional development
	√
	

	
	Excellent knowledge and working practice of the Early Years Foundation Stage

	√
	

	Personal

	
	A positive approach to working with colleagues and partner agency staff
	√
	

	
	Can evidence an understanding and commitment to the principles of Equal Opportunities.
	√
	

	
	Professional and diplomatic approach
	√
	

	
	Motivated and inspirational able to communicate ideas and information
	√
	

	
	Good time keeping
	√
	

	
	Able to set a relaxed and friendly atmosphere in the nursery

	
	√

	
	Dealing with complaints/requests with professionalism and patience.

	√
	

	
	Resilient and able to deal with a high-pressure environment.

	√
	

	
	Willingness to undertake appropriate training and education as part of a commitment to continued professional development.

	√
	





	
	Salary & Term
	YMCA Salary, permanent

	
	Hours
	

	
	Annual Leave
	5 weeks annual leave plus Bank Holidays if they fall on a work day

	
	Probationary Period
	6 months

	
	Company Pension
	The post holder will be automatically enrolled into the  YMCABG Group Stake Holder Pension Plan in line with the Governments Auto-Enrolment Pension Scheme arrangements.

	
	Expenses
	You are entitled to reimbursement of all reasonable travel and incidental expenses.

	
	Job Location





	The post holder will work predominantly at YMCA nurseries as needed. The post holder may be required to work from other sites as a designated place of work on occasions when required.  The post could be located to another town within the Group in the future or within 1 hrs travelling distance of your work base.

	
	Notice Period
	1 month’s written notice required.
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