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JOB DESCRIPTION

POSITION:


EARLY YEARS SERVICES MANAGER 
ACCOUNTABLE TO:
EARLY YEARS CONSULTANT
Overall purpose of Post

· To develop the early years workforce to achieve sustaining outcomes for children and families accessing early years services

· To promote a positive profile of FSN services and nurseries
· To support the FSN senior management team in maintaining quality assurance and monitoring systems to meet legal requirements.
Key Tasks

1.0 Staff Management and Supervision

1.1. To recruit, manage, lead and motivate Early Years Managers, ensuring that they are trained and appraised in their duties and their performance.
1.2
To sustain a culture of collaborative and co-operative working with colleagues through using coaching and mentoring strategies.
1.3
Embedding self-reflection and self-awareness to enable managers to identify professional development.
1.4
To ensure all staff understand relevant FSN policies and procedures and that they are implemented at all times.
1.5
To maintain appropriate staff records that are kept with due regard to confidentiality and the Data Protection Act. Investigate and deal with any disciplinary or grievance matter in accordance with FSN’s policies.
1.6 To organise and facilitate nursery management meetings, giving opportunities to share best practice across all nursery provision and developing creative and innovative plans and proposals to further develop quality of provision.
1.7 To be aware of and promote FSN as an agency providing services for families and their children and ensure all projects reflect the ethos and added value in terms of family support that FSN seeks to achieve with all its projects
1.8 To encourage and be supportive of Volunteers, Apprentices, Students and Work Placements.
2.0. Operational

2.1 
To provide regular auditing of nurseries against Ofsted, EYFS & Health and Safety requirements providing data, reports and action plans.
2.2
To maximise income and manage expenditure against an agreed budget.
2.3
To maintain an overview of H & S incidents and investigate and manage complaints in line with FSN’s policies and procedures; reporting trends and actions and ensuring targeting of support. ensure safe, effective working and training environments, complying with all Health and Safety procedures and regulations.

2.4
To act as Designated Safeguarding Lead for FSN and ensure standardising of safeguarding practice in line with statutory requirements.
2.5
To support nursery managers and staff in change processes improvement planning and implementation.
2.6
To ensure that reports are written for awarding bodies, funders, external and internal management in line with reporting and contractual requirements and timescales.
2.7
To keep up to date with the latest knowledge and practices in Early Years and set an example to other practitioners within early years childcare settings. 

2.8
To ensure the highest standards of practice, using the Ofsted Education inspection framework by undertaking joint observations, moderating work, as well as 1:1 coaching with staff and/or group sessions.

2.9 
To establish and maintain effective working relationships with partner agencies, awarding bodies and other organisations with whom FSN works closely. 
2.10
To provide cover and support in the nursery settings in the event of management absences.
3.0
Other Duties
3.1
To be aware of, work within and promote FSN’s policies at all times, reporting any issues of concern.
3.2 
To undertake appropriate continuous professional development by attending supervision, training and meetings and cascade to team members.
3.3 
To carry out any other reasonable duties as requested by management.
This Job Description outlines the general ways in which it is expected you will meet the overall requirements of this post.

The list of tasks is not an exclusive one and duties may be varied from time to time.  This Job Description is subject to regular review.
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