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Nursery Worker job description and person specification
 
	JOB TITLE:  	 
	 
	Nursery Worker

	JOB PURPOSE:   
	
	To assist the manager in the day-to-day organisation of the childcare provision, support the manager in maintaining accurate, up to date records in line with school policy, contribute towards the planning and preparation of high-quality care and education for all children who attend and to work with parents and outside agencies to provide a caring environment for the children.

	ACCOUNTABLE TO:  
	 
	Nursery Manager 



Key Tasks
These include, but are not limited to; 
· To support the manager in maintaining accurate, up to date records in line with school policy.  Taking part in day-to-day administration, record keeping, ordering and purchasing materials and equipment. 
· To deputise for the Nursery Manager, if necessary.
· Observing children’s development and keeping records that meet each child’s needs in line with the Early Years Foundation Stage Framework. 
· Maintaining and being aware of all records and documentation required by the Children’s Act as outlined in the Ofsted Standards. 
· Working in line with agreed policy and procedure. 
· To provide high quality care and education for all children who attend. 
· Providing safe, creative, appropriate play opportunities, preparing activities, facilitating the learning objectives of the Nursery curriculum. 
· Helping to arrange local visits and outings. 
· Carrying out all responsibilities and activities within an Equal Opportunities framework 
 All school staff are expected to: 
a. Work towards and support the school vision and the current school and nursery objectives outlined in the School Development Plan. 
b. Support and contribute to the school’s responsibility for safeguarding students. 
c. Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors 
d. Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues. 
e. Engage actively in the Appraisal process, and training and development opportunities available. 
f. Adhere to Keystone Multi Academy Trust and school Policies 
g. Undertake other reasonable duties related to the job purpose required from time to time such as showing flexibility and covering other members of staff. 
 
 
Person Specification    

 
Skills Required 
	Ability to plan and provide safe, creative play opportunities within the Nursery curriculum
	ESSENTIAL 

	Communicate effectively (both orally and in writing) to parents and children
	ESSENTIAL 

	Establish and develop effective relationships with parents and the community
	ESSENTIAL 

	Ability to work effectively and collaboratively with other colleagues 
	ESSENTIAL 

	Show resilience and an ability to work under pressure
	ESSENTIAL 

	Ability to ensure effective child development monitoring 
	ESSENTIAL 

	Demonstrate excellent IT skills
	ESSENTIAL 


 
Knowledge Base 
	Knowledge of Early Years Framework and non-statutory Development Matters  
	ESSENTIAL 

	Knowledge of Health and Safety at work  
	ESSENTIAL 

	Competent IT skills - able to maintain records and produce reports, take and upload photographs using allocated devices and software, able to support others with basic IT skills 
	ESSENTIAL 

	Extensive knowledge of Safeguarding issues. 

	ESSENTIAL 


 
Qualifications/Attainment 
	A good standard of education, particularly in English and Mathematics (GCSE 
Grade 4 or above/ or equivalent) 
	ESSENTIAL 

	Possess a NVQ Level 3 or 2 in Childcare and Education or equivalent (dependent upon worker role)
	ESSENTIAL 

	Knowledge of appropriate First Aid procedures – possess a Paediatric first aid qualification 
	DESIRABLE 

	Possess a Food Hygiene certificate Level 2 
	DESIRABLE 

	Willingness to participate in further training and developmental opportunities offered  
	ESSENTIAL 


 
Experience 
	Relevant experience in an educational establishment/setting – good level of experience in a Nursery setting 
	ESSENTIAL 

	Demonstrable evidence of establishing positive relationships with children 
	ESSENTIAL 

	Demonstrable evidence of experience in supporting children in a learning environment 
	ESSENTIAL 

	Good organisational and time management skills 
	ESSENTIAL 

	Relevant experience of working closely with parents/carers, staff, partners and volunteers to provide a caring environment for children.
	ESSENTIAL 


 
Attitude/approach 
	Be professionally discreet and maintain confidentiality on all school matters, at all times 
	ESSENTIAL 

	Ability to work on own initiative and as part of the Nursery team and wider school community 
	ESSENTIAL 

	Commitment to equal opportunities 
	ESSENTIAL 

	Confident communicator with a professional manner 
	ESSENTIAL 

	Ability and confidence to contribute ideas to the wider team to constantly improve Nursery provision 
	ESSENTIAL 
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