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CHILDREN’S SERVICES
JOB DESCRIPTION

POST TITLE:

Nursery Officer



GRADE:


Band 5
RESPONSIBLE TO:
Nursery Manager 
Overall Objectives of the Post:

With the support of the Early Years Team Manager and Nursery Manager, the postholder will deliver the operational Local Authority nursery provision, achieving outstanding childcare and early years education to children and families. 

The postholder will work within a dedicated nursery within an agreed community area, but will be expected to provide support across the whole Borough, as required, to meet the needs of the service, and will work a rota of shifts between the hours of 8am and 6pm. 
The role will provide high quality early years care and development for children under 5 years, ensuring personal responsibility for outstanding practice which is recognised within inspection processes.  

Key Tasks of the Post:
1. To provide high quality standards and provision in the day care setting.
2. To support the Nursery Manager in the development of a positive early years learning environment.
3. Ensure delivery of practice against the EYFS framework.
4. To work as a flexible member of the team to provide a stimulating, educational and safe environment in which children can thrive to develop their physical, communication and social skills.
5. To liaise with parents/carers working together to improve outcomes for children; establish and maintain relationships with parents/carers, involving them in their child’s development.
6. To exchange information with parents/carers that is relevant to their child’s wellbeing.
7. To be responsible for safety and hygiene raising any issues with the Nursery Manager.
8. Administer basic first aid (will be trained to do so) and record accidents as necessary, ensuring that the Nursery Manager and/or Early Years Team Manager is kept informed and advice is sought when required. 
9. To provide stimulating, innovative and interactive learning environments, including creating displays and sensory spaces.
10. Understand the EYFS framework and apply this in practice throughout the role to contribute to the planning and implementation of appropriate programmes of activities.
11. To ensure accurate record keeping is maintained to the highest of standards.
12. To act as key worker for identified children.
13. To understand and contribute to early help, child protection or any other family support processes for children and families.
14. Undertake the delivery of specialist care and learning plans, such as for children with SEND/EHCP support needs.  

15. To ensure risk assessments are always adhered to; maintain the nursery spaces to keep them safe, secure and clean.
16. Undertake regular fire drills and evacuation protocols in order to be able to respond to any situations which require building evaluation with children. May act as a designated fire warden if requested to do so by the Nursery Manager and/or Early Years Team Manager.
17. Undertake tasks such as snack preparation and equipment cleaning; support children at meal times. 
18. To undertake training to develop role and improve quality of provision.
19. Receiving nursery fees from parents/carers – recording payment and providing receipts.
20. To always uphold expected standards of behaviour, being welcoming and approachable and to comply with all organisational policies and procedures, including safeguarding. 
21. Encourage acceptance and inclusion of all children, promoting a culture of inclusivity, respect and value.
22. In the absence of the Nursery Manager, provide cover as the designated person. This will be undertaken with the available support of other Nursery Managers and/or the Early Years Team Manager as appropriate.
South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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