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	JOB DESCRIPTION –Office based Deputy Manager


Support to the Manager/Main purpose of the Job role
· The Deputy Manager's main role is to support the Manager in all aspects of Nursery matters. 
· The Deputy must be conversant with all nursery Policies and Procedures, the Job Description of the Manager and all other staff, and must be able to manage the nursery is the absence of the Manager. 
· The Deputy must work as part of the staff team and liaise between the staff and the Manager. 
· To plan and deliver effective daily management of the nursery, in accordance with Company policy, all relevant legislation, plus local authority and OFSTED requirements. 

· To ensure the provision is of the highest quality; providing a safe, stimulating and caring child-centered environment catering for the children’s educational and developmental needs. 

· To ensure that all agreed quality and safety standards are maintained in the nursery at all times. 

· To support the manager with recruitment and overall management of all childcare and other staff. 

· To liaise closely with parents/carers to ensure high levels of involvement and customer satisfaction at all times. 
Reporting to: Nursery Manager
Key responsibilities and accountabilities: 

1. Statutory Requirements

· The Deputy must work with the Manager to ensure the nursery complies with the Early Years Foundation Stage Statutory Framework. 
· The Deputy must ensure good practice as set out in the EYFS Practice Guidance and they must ensure compliance with all relevant statutory regulations, for example, Health and Safety Law and Employment Law. 

· When deputising the Deputy Manager must execute the responsibilities of a Nursery Manager according to all lawful and ethical standards. 
2.Attendance
· The Deputy must ensure that a Manager or Deputy is present in the nursery at all times during opening hours. 
· The Manager and Deputy must cover each other’s duties should either of them be absent. Due to the seniority of the role, it is expected that the Deputy will have high level of attendance. 

3.Attitude
· At all times the Deputy Manager must display a high level of enthusiasm, loyalty and motivation and must adhere to the correct policies and ethos of Little Pumpkins.  
· They must promote equal opportunities for all. 
· They must at all times promote the good name of nursery. 
· They must ensure their appearance is neat and tidy at all times, is appropriate for their status and that they abide by the correct dress code. They must be a role model of good practice. 

4.The Children
· The Deputy Manager must at all times ensure the safety, care, welfare and happiness of the children in the Nursery. 
· They must ensure all children have access to resources, equipment, activities and learning opportunities to reach their full development and potential.  
· The Deputy Manager must be aware any children in their care with special needs (including special educational needs and disabilities) and is proactive in ensuring appropriate action is taken to promote the welfare and development of those children within the nursery. 

· The Deputy Manager must ensure that all adults working and looking after children in the nursery are able to put the appropriate procedures for the Safeguarding of Children into practice. 

5.Administration
· It is the Manager and/or Deputy’s responsibility to ensure that the nursery operates at all times during opening hours, that childcare is available to parents as agreed, and there is a contingency plan for all unplanned events, emergencies or extraordinary weather conditions. 

· The Deputy Manager must support the efficient and organised administration of nursery matters. 
· They must support and assist the Manager in maintaining the organisation of the running of the nursery and be well conversant with the policies and procedures of the nursery in order to do this. 
· They must ensure sensible employment of the staff throughout the day, by way of staff rotas. 
· They must be able to ensure staff ratios and the supply of bank staff to cover holidays and sickness where applicable. 
· They must ensure efficient financial use of all resources including staff and cover staff. 

· The Deputy Manager must be able to organise the Key person system and staff ratios concerning grouping of children when asked to do so by the Manager or Operations Director. 
6.Collection of Fees
· The Deputy Manger must promote good practice of regular payment of fees.
· They must be supportive in the Manager's programmes for debt collecting and must maintain payment records honestly and accurately, and ensure the safety of money in their care. 

7.Premises
· The Deputy Manager must at all times ensure the cleanliness and tidiness of the nursery, and regulate heat and light as appropriate. 
· They must report any areas in need of maintenance and also monitor the equipment and facilities of the nursery, and ensure the correct atmosphere. 

8.Parents
· In consultation with the Manager, the Deputy must strive to develop loyalty and commitment of parents, and build a relationship of trust with them and ensure their satisfaction with the nursery service. 
· The Manager /Deputy must ensure the Key Person practice is regularly communicated to parents and parents are invited to play an active role in their children’s care and learning. 

· They must also meet parents’ reasonable needs as appropriate. 
· They must ensure communication of policies and good practice to parents, and make sure they are aware of new developments. 
· In consultation with the Manager, the Deputy must be proactive and seek to resolve parents’ concerns and complaints promptly. They must receive their fees payments. 
9.Early Years Foundation Stage and Children’s Activities
· In consultation with the Manager and Early Years Professional (if applicable), the Deputy must oversee the planning, organisation and smooth running of the children's activities in consultation with the group leaders (and/or EYP if applicable). 
· The Deputy must ensure the supply of appropriate resources. They must ensure the activities are appropriate for the children’s developmental stage, monitor their content, make assessments of their worth and that appropriate records are kept with regard to Ofsted. 
· The staff and activities must achieve high quality teaching and learning within the Early Years Foundation Stage Framework. The Deputy must ensure the economic use of resources and materials 
10.Staff
· The Deputy Manager must provide leadership for the staff. 
· They must maintain a professional manner at all times providing a good role model for staff during work hours and out of work hours. 
· They must maintain a professional manager’s distance from staff during work hours and out of work hours. 

· The Deputy must ensure staff abide by all the nursery policies and procedures. 

· In consultation with the Manager, the Deputy must at all times monitor the staff in terms of their appearance and attitude and provide a good role model. They must ensure they abide by the staff rules. They must provide motivation, training and discipline. 
· They must ensure the smooth running and distribution of duties via rotas, and monitor holidays and sickness absences in consultation with the Manager or in the Manager's absence. 

· Support the manager with recruitment and overall management of all childcare and other staff, including staffing rota’s and chairing staff meetings as appropriate.

· Carries out all appropriate checks on new employees. 

· Liaises with the Operational Director on HR related issues. 

· Monitors all nursery staff and student placements, to ensure the effectiveness of service delivery in line with the nursery’s policies, procedures and core values. 

· Identifies staff training and developmental needs, planning with the manager to ensure these needs are met. 

· Plans, manages and implements the annual appraisal process, liaising with the manager on the reward and remuneration. 

11.Records
· The Deputy must ensure that nursery records are kept honestly and accurately. They should organise and oversee the maintenance of nursery records (registers, accident book, group files etc.). 
12.Nursery Viability and Sales
· In consultation with the Manager, the Deputy must market the nursery and sell sessions as appropriate with a view to increasing and maintaining populations to 100%, and make the nursery as viable as possible. 
· The Deputy should support the Manager in managing nursery budgets carefully and ensure efficient use of nursery resources, for example, bank staff, consumables and equipment. 
· Collects and records fees, reporting to the Operational Director cases of arrears, in line with policy and procedures. 

· Controls and manages the ordering of food, supplies and equipment to required standards and within budgetary limits. 

· Establishes and maintains inventories and records of nursery assets

13. New Bookings and Visitors to the Nursery
· The Deputy must accommodate visitors and show them around the nursery with a view to selling sessions. They must take new bookings and collect deposits. They must also be available to accommodate visitors from outside agencies and deal with their queries. 
· The Deputy must ensure the correct information and ethos of Little Pumpkins is conveyed to all visitors, and they must ensure good impressions to all people who come through the door.  
· At all times the Deputy must be courteous and helpful. 
14. Liaison with outside agencies and other parties 

· Together with the managing director, develops links and a close working relationship with Early Years Team to ensure that the nursery receives all information and support available. 

· Develops ‘learning partnerships’ with other industry leading nurseries and childcare organisations, to ensure that provision of care is as high quality and innovative as possible. 

· Together with Operational Director, maintains a strong, positive relationship with OFSTED 

· Develops a good collaborative relationship with schools in the local area, plus other providers and members of the local community 
Key areas:

· Knowledge of OFSTED standards and to gain experience of inspection
· Excellent communication skills, both written and verbal 
· Knowledge of health & safety legislation 
· Achievement orientated with an ability to use own initiative 
·  Well organised and works autonomously with minimal close supervision 
· Strong people management skills with the ability to lead and motivate a team 
· Thorough with strong attention to detail and a commitment to excellence 
· Proactive and innovative approach to challenges and ideas, plus strong problem solving capabilities 
· Flexible and receptive to change 
· Resilience, i.e. maturity, ability to cope with pressure and difficult people 
·  Hungry to learn – commitment to the job, business and to quality early years care and education 
· Ability to balance and reconcile different interests and respond sensitively to varying needs 
· Self-confident with strong interpersonal skills 
· Willing to acquire new skills and undertake further training when necessary 
· Enjoys working collaboratively as a member of a team 
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