Bugle School and Piccolo Early Years Group - Aspire Academy
JOB DESCRIPTION

School Based – Early Years

Job title:




Early Years Group Manager
Grade:





H1-6 (£20,522-£24,717 pro rata) 







37 hours per week, term time only
Responsible to:



Head Teacher and The Directors of Aspire
Important Functional Relationships:
Teachers, pupils, colleagues and parents 
Main Purpose of the Role:


The Early Years Manager is expected to oversee the daily running and administration of the nursery to the highest standards, ensuring that the best possible environment and care are provided for young children from the age of two to four years.
Main Responsibilities will include:
1. To be responsible for and to oversee the day to day management, staffing, organisation and smooth running of the Piccolo Early Years. 

2. To develop the ethos of Bugle School and Piccolo Nursery to create a welcoming and family friendly environment. 
3. To develop a stimulating and purposeful learning environment.

4. To contribute to the monitoring, evaluation and development of the nursery.

5. To be responsible for high standards of care and education of children between the age of two to four years, in accordance with the EYFS statutory requirements; at all times to have a high degree of sensitivity to the needs of children and families.

6. To respect the confidentiality of sensitive family information (subject to child protection policies and procedure).

7. To ensure the EYFS curriculum is promoted and delivered within the setting and the principles adhered to.

8. To support the requirements of children with special needs and adhere to the Equal Opportunities Policy and procedures.

9. To ensure effective communication between the early years staff, school staff and all partner organisations.

10. To arrange for the ordering of and maintenance of equipment and resources in the early years and ensure safety at all times. 

11. To be accountable for the day to day financial systems directly relating to the early years provision. 
12. To keep a register and up to date records of all children using the early years provision and to give regular feedback to parents about their child’s development and progress.

13. To undertake any relevant training that is required.

14. To work with the EYFS leader to provide a smooth transition to Bugle or local schools. 
15. To contribute to whole school and community events.

16. To work closely with the EYFS leader to make sure that the service offered meets Ofsted and Early Years Foundation Stage standards. 
17. Organising regular staff meetings and in-service training.

18. Supervision of the planning and preparation of activities to develop all aspects of the child's individual development in a stimulating atmosphere. Ensuring developmental records and observations are kept.
19. Ensuring that the preparation, care, cleanliness and maintenance of the setting playrooms, kitchen and equipment are carried out according to the Policies & Procedures and risk assessments.
20. Keep accurate records of staffing,  banking, petty cash, fundraising and all other activities as requested.
21. Keeping and monitoring accident, incident and risk assessment records.
22. Any other duties appropriate to the post as directed by the Headteacher.

The duties and responsibilities in this job description are not restrictive and the post holder may be asked to undertake any other duties which may be required from time to time.  
Any such duties should not, however, substantially change the general character of the post.
Prepared by:

Mr Tim Wherry, Headteacher
Date:


March 2017
