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                 JOB DESCRIPTION

	JOB TITLE:
	DEPUTY MANAGER


	GRADE:
	FROM £31500 TO £34875 DEPENDING ON EXPERIENCE



	HOURS:
	38 HOURS EACH WEEK

MONDAY TO FRIDAY

SHIFT PATTERN BETWEEN 0730-1800


	WEEKS:
	52


	REPORTS TO:
	CHILDCARE CENTRE MANAGER
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	To support the Childcare Centre Manager in the effective day-to-day running of the nursery, ensuring the highest standards of care, education, and safety for all children. The post holder will act as Manager in the Centre Manager’s absence, supervise and support staff, manage operational duties, and lead on safeguarding across the setting.
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	MAIN RESPONSIBILITIES, TASKS & DUTIES
Leadership and Management

· Support the Childcare Manager in the day-to-day running of the setting and take full responsibility in their absence. 

· Lead, supervise, and support staff to ensure high-quality care and practice. 

· Manage staff rotas, absences, and deployment to maintain required ratios. 

· Oversee staff induction, training, appraisals, and ongoing professional development. 

· Support safer recruitment and onboarding of new staff. 

· Designated Safeguarding Lead. 

· Promote a positive, professional team culture and lead by example. 

Operations and Administration

· Oversee daily nursery operations, ensuring smooth running of rooms and activities. 
· Maintain accurate records and ensure compliance with EYFS and data protection requirements. 

· Manage bookings, attendance, and nursery systems ie Connect, Tapestry etc. 

· Support funding processes and general administration as required. 

· Act as key holder and ensure the security of the premises. 

· Liaise with parents, external agencies, and partner schools.
Curriculum and Quality

· Support delivery of a high-quality EYFS curriculum across the setting. 

· Guide staff in planning, implementing, and evaluating engaging learning opportunities. 

· Monitor practice to ensure a safe, inclusive, and stimulating environment. 

· Build strong partnerships with parents to support children’s development. 

· Assist with inclusive practice in line with the SEND Code of Practice. 

· Coordinate support for children with additional needs using the graduated approach. 

· Support staff with observations, assessments, and individual plans. 

· Liaise with families and external professionals. 

Safeguarding, Health and Safety

· Promote a strong safeguarding culture and ensure all concerns are managed appropriately. 

· Ensure full compliance with safeguarding, health and safety, and nursery policies. 

· Monitor risk assessments and maintain a safe environment for children, staff, and visitors. 
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	OTHER DUTIES
The duties and responsibilities in this job description are not exhaustive. The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post. Such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.
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	EQUAL OPPORTUNITIES

The postholder is required to carry out the duties in accordance with the Childcare Centre’s Equal Opportunities Policy.
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	HEALTH AND SAFETY

The postholder is required to carry out the duties in accordance with the Childcare Centre’s Health and Safety Policy and procedures.
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	SAFEGUARDING
We are committed to safeguarding and promoting the welfare of young people and expect all staff to share this commitment. All posts will be subject to at least enhanced DBS disclosure (with regulated activity), medical, online and reference checks together with certificates of good conduct and letters of professional standing if applicable.  All pre-employment checks are in line with the current version of Keeping Children Safe In Education. Please note that canvassing any employee, or member of the Board of Directors, directly or indirectly, is prohibited and will be considered a disqualification.
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