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JOB DESCRIPTION

Job Title: Dovery Acorns Pre-School Manager 
Line Manager: EYFS Leader
Purpose of the role
· Provide safe, high quality education and care for pre-school children
· Create a nurturing ethos within a warm friendly environment in which children thrive
· Fulfil legal and statutory requirements
· Management of all Pre-School staff 
Main duties
1. Work collaboratively with the EYFS Team across KST on curriculum planning, monitoring provision and effectiveness
2. Be responsible for providing a high quality of provision, ensuring that staff are properly deployed 

3. Produce and supervise the daily programme of pre-school activities and events. 
4. Implementing systems of observation and record keeping so that children’s attainment, progress and well-being are effectively and regularly assessed; to monitor the effectiveness of assessment procedures.

5. Follow the graduated response for any child with SEND in preschool, contribute to referrals and write and review SEND support 

6. Manage the key person system and ensure close liaison with parents/carers and lead parent consultation meetings, providing an individual report and documentation as they leave pre-school
7. Ensure records are properly maintained using the school platforms provided
8. Ensure that the pre-school is a safe environment for children and safeguarding policies are followed at all times

9. Work collaboratively with the EYFS Leader and other professionals as necessary and ensure that all legal and statutory requirements are implemented
10. Manage pre-school incoming finances including parent fees, extended government funding and EYPP.
11. Manage the admissions process in allocating places to children and informing parents of start dates and waiting lists.

12. Attend INSET training and deliver training as required
Dovery Pre-School Manager - Person Specification:

	Essential
	Desirable

	Skills, aptitude, knowledge and experience
· Experience in managing staff, motivating teams and recruiting new staff members

· Previous experience of caring for, or working with children aged 3-4 in a voluntary or paid capacity

· A commitment to the provision of high quality childcare with an interest in the care, learning and development of young children within the clear guidelines of safeguarding and child protection
· Knowledge of the Welfare requirements for the regulation of Childcare provision

· A commitment to a promoting a safe working culture for staff and children

· A deep and thorough understanding of the EYFS curriculum
· Ability to manage budgets and financial records
	· Proven administrative experience, including handling confidential staff and child records 

· Experience of staff induction, supervision, and appraisal processes

· A positive approach to learning and gaining new skills through teamwork and training opportunities

· Understanding of the SEN code of practice and the implementation in EYFS

· Experience in developing early language with children with significant need

· Experience of mentoring students 



	Personal qualities

· Leadership, management and effective delegation skills

· Enthusiasm for giving children the highest quality care and education opportunities 

· Good organisational, record keeping and planning skills

· Excellent written and verbal communication skills, with colleagues, parents, carers and children

· A positive approach to inclusive practice, with children, colleagues, parents and carers

· Punctuality, patience, reliability and trustworthiness

	

	Qualifications

· A recognised childcare qualification at Level 5 or above 
· A willingness to engage in further training and keep abreast of current research
· Safeguarding training


	· An Early Years Degree
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