Hollin Sure Start

Organisation:


Hollin Sure Start Management Group

Location:


Tintern Road, Hollin, Middleton

Job Description

Job Title:


Nursery Officer

Salary:


£10,725 per annum

Hours of Duty:
37½  hours between the hours of 8.00 am and 6.00 pm depending on the needs of the nursery

Responsible to:

Nursery Manager / Team Leader

Any Special Conditions
Annual leave to be taken in accordance with

  of Service


nursery closures and needs of the service.

Organisational Chart

Hollin Sure Start Management Group

Nursery Manager



Team Leader


Nursery Officer





Cook







  Student

Casual / Supply Staff

Purpose and Objects of the Job

1 To be responsible for ensuring that effective provision is made to meet the emotional, physical, educational, cultural, creative and social needs of each child to ensure they reach their full potential.

2 To work with parents as partners.

Control of Resources

Equipment and Materials

To be responsible for play equipment and resources, the maintenance of any necessary records and other materials and resources under the control of the Postholder.

Health / Safety / Welfare

The postholder is responsible for the safety and welfare of self and colleagues in accordance with the Health and Safety policies of Hollin Sure Start.

Relationships (Internal and External)

Internal:

Staff team, children and parents.

External:
Sure Start staff, Management Group, local community, other professionals involved in the care of children / families and staff from statutory and voluntary organisations.

Responsibilities:

The postholder must:

1 Perform his/her duties in accordance with Hollin Sure Start’s / Rochdale Metropolitan Borough Council’s Equal Opportunities Policy.

2 Ensure that Hollin Sure Start’s commitment to community services and children’s rights are maintained.

Principal Duties:

1 To provide, on a daily basis, a programme of planned activities to ensure each child develops to his / her full potential.

2 To identify and meet the needs of children, individually and within a group and to have the ability to plan and organise the early years curriculum.

3 To have excellent communication skills, verbally or otherwise with children and adults

4 To be aware and comply with policies and procedures

5 To keep accurate and up-to-date children’s records and to have the ability to write reports / observations

6 To work as part of a staff team and to attend meetings to meet the needs of the service.

7 To work with children with additional needs, as required, and to work alongside parents of additional needs children.

8 To participate and become involved in appropriate training programmes.

Secondary Duties

1 To undertake certain domestic jobs within the service, ie snack meals, cleaning of equipment.

2 To support and assist students on placement

3 To assist in the organisation and participation of Open Days, social and fund raising events both within and outside the nursery.

4 To undertake other duties and responsibilities as may be requested, from time to time, by the Management Group.

Job Description prepared by: ​​​​​​​​​​​​​​​______________________  
Date;___________

Agreed by Postholder: ____________________________
Date: ___________

Supervisor: _____________________________________
Date: ___________

Chief Officer: ____________________________________
Date: ___________

Person Specification

POST:

Nursery Officer

Note to applicants:

The Essential Criteria are the qualifications, experience, skills or knowledge you MUST SHOW YOU HAVE to be considered for the job.

The Desirable Criteria are used to help decide between candidates who meet ALL the Essential Criteria.

The How Identified column shows how Hollin Sure Start will obtain the necessary information about you.

If the How Identified column shows the Application form next to an Essential Criteria or a Desirable Criteria, you must include in your application enough information to show how you meet this criteria.  You should include examples from any paid or voluntary work.

	
	ESSENTIAL CRITERIA
	HOW IDENTIFIED
	DESIRABLE CRITERIA
	HOW IDENTIFIED

	Qualifications
	One of the following:

N.N.E.B

B.Tech / Nursery Officer

NVQ Level 3


	Application form / Checking certificates
	
	

	Work related experience and associated skills 


	Substantial knowledge and experience in planning and working to programmes for children.

Experience in planning areas of learning through play with the ability to meet children’s individual and emotional needs

Experience in working with early years children and parents.

Ability to keep accurate records of children’s  development and progress

Good communication and listening skills

Ability to work closely with professionals and parents

Commitment to work as part of a staff team 


	Application form and interview

Application form and interview

Application form and interview

Application form and interview

Application form and interview

Application form and interview

Application form and interview
	 Experience of working with children under two years old

Commitment to extending own professional knowledge and expertise


	Application form 

Application form 



	Other relevant experience and training


	Understanding of the health and safety and welfare of staff, clients, children and their families within the nursery


	Application form and interview


	
	

	Personal Skills and specialist knowledge
	A sound knowledge of current legislation relating to early years children

An understanding of the principles and practise of equal opportunities

Understanding and knowledge of child development including outside play

Understanding the need for confidentially


	Application form and interview

Application form and interview

Application form and interview

Application form 
	
	

	Special working conditions


	Willingness to work shift systems

Willingness to attend team meetings out of normal working hours

Post subject to satisfactory police clearance and medical check.


	Application form

Application form

Interview
	Willingness to abide by Hollin Sure Start / RMBC policies and procedures
	Application form 
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