	EMPLOYEE SPECIFICATION


The Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

When filling in the application form, please demonstrate with clear, concise examples how you meet the requirements of the post.  You will be assessed in relation to the Essential and Minor criteria.  Please bear in mind that you must possess the Essential Criteria on day 1 to be able to do the job.  If there are large numbers of applicants for the post then all of the criteria will be used for shortlisting.  Under the Disability Discrimination Act (DDA), we recognise and welcome our responsibility to remove any barriers in our recruitment and selection process.  We have tried to assess this in our Job Description and Employee Specification, however if you feel that there are barriers, please tell us in the application form.  As part of the DDA, we are committed to making reasonable adjustments, wherever possible and it would help us to know your needs in order to do this.
	Post Title 

Children’s Centre Assistant Manager
	Directorate/School

People
	Grade 7



	Criteria No

	Attributes

	Criteria
	How Identified

(either Application Form or Interview)
	Rank

(Essential/Minor)

	
	Relevant Experience
	Substantial experience working in childcare settings

Experience working with children aged 0-5 years

Supervisory experience
Experience of multi-agency working

Experience of implementing and using the Early Years Foundation Stage
	Application form/Interview

Application form/Interview

Application form/Interview

Application form/Interview

Application form/Interview/task
	Essential

Essential

Essential

Essential

Essential

	
	Education and Training Attainments
	NVQ Level 4 in Childcare or equivalent 

A commitment to achieving a Foundation Degree in Managing the Children’s Workforce or. Leadership and Management
	Application form/Interview

Application form/interview
	Essential

Essential

	
	General and Special Knowledge
	Extensive knowledge of child development

Up to date knowledge of good practice in early years education and childcare 

Up to date knowledge of relevant legislative and OFSTED requirements and how to adhere to these including the Self Evaluation process

Understanding of Quality Improvement Processes and accreditation

Up to date knowledge of legislative requirements in relation to Health and Safety, Fire Safety, Food Safety and First Aid

Understanding of and commitment to promoting Equal Opportunities and anti-discriminatory practice

Knowledge of the services provided by Surestart Children’s centres

Knowledge of current legislation and initiatives relating to young children and families

Knowledge of safeguarding and promoting the welfare of children and vulnerable adults
	Application form/Interview

Application form/Interview

Application Form/Interview

Application form/Interview

Application form/Interview

Application form/Interview

Application form/Interview

Application form/Interview/task

Application form/Interview


	Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential



	
	Skills and Abilities
	Sound IT skills

Ability to engage appropriately with service users and families

Ability to demonstrate effective communication skills to work in partnership with the local community

Ability to work alone and use own initiative

Ability to work collaboratively  with professionals from other organisations

Good organisational skills and time management

Ability to co-operate and work as part of a team, co-work with colleagues, including those with different levels of experience

Ability to work under pressure and to tight deadlines

Presentation and facilitation skills

Evaluation and effective report writing skills

An understanding of the importance of confidentiality


	Application

Interview

Application/Interview

Application/interview

Application/Interview

Interview

Application/Interview

Application/Interview

Application

Application/Interview

Interview


	Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

	
	Additional Factors

	A commitment to the Sure Start vision of removing inequalities and meeting the diverse needs of the community

A flexible and creative approach

A non-discriminatory style of practice

Commitment to equality of opportunity

A commitment to developing a non-judgemental anti-oppressive approach

Flexible to work in any Children’s Centre within the Borough, work evenings and weekends when required to meet service needs

Able to travel within the Borough


	Interview

Application

Application/Interview

 Application/Interview

Interview

Interview

Application
	Essential

Essential

Essential

Essential

Essential

Essential

Essential


