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Job Description

	Job title:
	Nursery Room Leader (2-3’s age group) 

	Department/Faculty:
	Human Resources

	Responsible to:
	Childcare Services Manager

	Grade:
	5

	Location:
	Westwood Nursery or any other location required by the University of Bath


	Job purpose


	· Responsible for leading the Nursery Room team.

· Safeguarding children ensuring excellent education and childcare.

· Maintain a safe, secure and caring environment.

· Take a leading role in the development and monitoring of high-quality learning and teaching.

· Take an active role within the management team. 




	Main duties and responsibilities 

	1
	Manage the Base Room team, providing a friendly, caring and relaxing environment in order to encourage and develop children in our care. Ensuring the Statutory Framework for the Early Years foundation Stage, Setting the Standards for Learning, Development and Care for children from birth to five, Every Child Matters requirements are met.



	2
	Responsible for the safe and efficient running of the Nursery in the absence of the Childcare Services Manager.



	3
	Prepare and be involved within inspections carried out by the OFSTED team.



	4
	Ensure all daily routines are adhered to, records/assessments kept up to date and archived in accordance with OFSTED regulations.



	5
	Liaise with Room Leaders and other staff, giving guidance and support where necessary.



	6
	Supervise staff and students in training to gain childcare qualifications and maintain a pro-active and professional team.



	7
	Carrying out the staff training development co-ordinator role, monitoring this budget and ensuring all staff have adequate training.



	8
	Conduct interviews alongside the Childcare Services Manager and carrying out inductions with new employees/students when necessary.



	9
	Conduct interviews alongside the Childcare Services Manager and carrying out inductions with new employees/students when necessary.



	10
	Attend management team meetings.



	11
	Conduct annual appraisals, monthly room meetings and regular one-to-ones with base room staff.



	12
	Undertake monthly staff meetings outside normal working hours.



	13
	Responsible for maintaining requisite staff levels, arranging supply cover when needed, including holidays and other absences.



	14
	Carrying out administrative duties when necessary.



	15
	Prepare the planning and operation of Play Scheme in the absence of the Play Leader and over-seeing the smooth running.



	16
	Manage the base room team, providing a friendly, caring and relaxing environment in order to encourage and develop children in our care. Ensuring the Statutory Framework for the Early Years Foundation Stage, Setting the Standards for Learning, Development and Care for children from birth to five, Every Child Matters requirements are met.



	17
	Communicate with parents and visitors in a calm, friendly and efficient manner.



	18
	Provide high quality childcare and planned activities appropriate to the age and development of the children.



	19
	Work within and maintain the context of the whole Nursery team and as a member of the University community.



	20
	To organise parent/key worker and base room information meetings when necessary.



	21
	Organise show rounds and inductions for new children and to ensure a smooth transition.



	22
	Participate in training for personal development.



	23
	Ensure specific duties regarding Health and Safety and Fire procedures are understood and actioned.



	24
	Take responsible care of yourself and others to comply with the University of Bath Health and Safety rules.



	25
	Carry out any ad-hoc projects or duties as requested by your line manager.
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Person specification
	Criteria 
	Essential
	Desirable
	Assessed by

	
	
	
	A/F
	I 
	T 

	Qualifications and training 
	
	
	
	
	

	NNEB or other relevant childcare qualification in accordance with Ofsted Registration requirements
	X 
	
	X 
	
	

	Completion of courses / training in effective supervision and / or management 
	
	X
	X
	
	

	Relevant First Aid Certificate 
	X
	
	X
	
	

	Current clean driving licence
	
	X
	X
	
	

	Further training or qualification in childcare 
	
	X
	X
	
	

	Enhanced CRB clearance and related future Safeguarding check requirements (e.g. ISA) 
	X
	
	X
	
	X

	Experience/Knowledge 
	
	
	
	
	

	Significant post-qualification experience in a day care setting, working with children aged 6 months to 5 years 
	X
	
	X
	X
	

	Sufficient experience of fulfilling a supervisory role within a day care setting, working with children aged 6 months to 5 years
	X
	
	X
	X
	

	Expert knowledge in the provision of high quality care to children aged 6 months to 5 years
	X
	
	X
	X
	

	Expert knowledge of Ofsted requirements for the provision of safe care to children aged 6 months to 5 years
	X
	
	X
	X
	

	Knowledge of health & safety requirements for the environment in which children aged 6 months to 5 years are cared for 
	X
	
	X
	X
	

	Skills 
	
	
	
	
	

	Focused on maximising the care and development of children within the nursery
	X
	
	X
	X
	

	Able to communicate effectively, both orally and in writing.
	X
	
	X
	X 
	X

	Excellent interpersonal skills. 
	X
	
	
	X
	X

	Numerate
	X
	
	X 
	X
	X

	Able to plan and manage own and others work load.
	X
	
	X
	X
	

	Highly effective supervision skills - Able to supervise the work of other staff.
	X
	
	X
	X
	

	Able to lead and motivate a team 
	X
	
	X
	X
	

	Effective team worker – able to work as part of own and other teams.
	X
	
	X
	X
	

	Effective IT skills - Able to use Microsoft Office (Word and Excel) and e-mail. 
	
	X
	X
	X
	

	Strong personal commitment to and understanding of equality of opportunity and diversity and its delivery.

	X
	
	
	X
	X

	Attributes 
	
	
	
	
	

	Motivated and self-starting 
	X
	
	
	X
	

	Stamina – ability to maintain high energy levels throughout working time
	X
	
	
	X
	

	Positive outlook 
	X
	
	
	X
	

	Caring and friendly personality 
	X
	
	
	X
	

	Conscientious, reliable and responsible 
	X
	
	
	X
	

	Flexible and adaptable.
	X
	
	
	X
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