
  Job
     Description
      BARNSLEY
                                                        

       Metropolitan Borough Council

	DIRECTORATE/DEPARTMENT: People

	SERVICE AREA: 

Education, Early Start and Prevention
	SECTION:

Lifelong Learning, Achievement and Enterprise


	JOB TITLE: Children’s Centre Assistant Manager

	JOB REFERENCE NO: TBC
	GRADE: 7


	RESPONSIBLE TO:
	Children’s Centre Manager


	EMPLOYEE SUPERVISION:
	Senior Early Years Practitioners (Grade 4)

Early Years Practitioners (Grade 3)

Early Years Assistants (Grade 2)
Relief Early Years Assistants (Grade 2)
Student and Volunteers

	DATE AGREED: 
	BY WHOM:


	Purpose of Post:
· To ensure effective leadership and management of the day care provision of the Centre services in line with Early Years Foundation Stage requirements and Children’s Centre policies and procedures

· To deputise in the absence of the Children’s Centre Manager 

      To take a lead in quality improvement working towards achievement of quality assurance


	Key Areas:

· To take a proactive approach to the effective leadership and day to day management of the day care services of the Children’s Centre ensuring adult/child ratios are met at all times.

· To ensure the day care provision meets the requirements of OFSTED, Early Years Foundation Stage (EYFS), Every Child Matters agenda, Centre policies and procedures and BMBC policies and procedures 

· To work with the Children’s Centre Teacher to ensure  effective teaching and learning within daycare
· To assist the Children’s Centre Manager with the effective leadership and management of all services/activities provided by the Centre 
· To deputise in the absence of the Children’s Centre Manager, providing management cover at other centres within the borough when required.  


	Duties and Responsibilities:

General Children’s Centre Management:

· Assist the Children’s Centre Manager to develop the Centre’s services as a viable business in accordance with agreed policies and procedures exhibiting value for money and consistent high quality standards. 

· To take an active role in assisting the Children’s Centre Manager with monthly budget/occupancy monitoring.

· To take responsibility for promotion of the Centre services, in particular the day care provision

· In the absence of the Children’s Centre Manager take responsibility for day to day running of the Children’s Centre following agreed procedures.

Day Care Management:

· To work collaboratively with the Children’s Centre Teacher to promote high quality practice in all aspects of the daycare setting in line with OFSTED, EYFS and Every Child Matters 

· To lead on quality improvement and accreditation. 

· To ensure the consistent application of the Health, Safety and Welfare policies in accordance with EYFS requirements, Centre procedures and BMBC policies ensuring all areas of the daycare room, all day care equipment and all staff practices conform to these. 

· To ensure that statutory requirements regarding child/adult ratios are always adhered to through oversight of an effectively managed rota system for staff. 

· To take a lead in ensuring accurate registers of attendance for children accessing the daycare setting are maintained

· To keep informed about developments in childcare and educational practice including changes to relevant legislation, implementing changes and effectively communicating these to staff/service users as appropriate.  

· To ensure the effective utilisation of all resources.

· To develop excellent relationships with all parents/carers and encourage parental interest and participation in Centre services/activities particularly in day care and when appropriate, advise parents on areas of concern, which may affect their child’s welfare.

· To ensure the administrative arrangements necessary for the effective running of the day care provision are undertaken, including the OFSTED registration/renewal of Nursery Education Funding (NEF)Contract and other relevant funding streams.

· To respond to enquiries, facilitate visits to the day care provision and maintain a waiting list for places as required.

· To regularly monitor the  occupancy in the daycare provision, recognising trends to inform marketing 
General:

· To work flexibly to meet the needs of the service. This will involve shift work, evening and weekend work and working at other Children’s Centres within the borough.

· To effectively line manage the day care team in line with Centre and BMBC policies and procedures.

· To adhere to BMBC policies and procedures particularly in relation to Health and Safety, Equal Opportunities, Confidentiality, Data protection and the BMBC Code of Conduct.

· To work effectively with the Children’s Centre team and Early Childhood Service.

· Adopt a positive approach to continuing professional development and supervision.

Any other duties commensurate with the grade and falling within the scope of the post as requested by management.




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.

	Date Job Description Revised:
	By whom:












