GENERIC PERSON SPECIFICATION


	POST: DAY CARE MANAGER – GRADE 8  


	SKILLS/ ABILITY/ EXPERIENCE
	TO DO WHAT?
	HOW WELL?

NOW OR WITH TRAINING?
	HOW IMPORTANT AT THE TIME OF APPOINTMENT?

	KNOWLEDGE
Sound knowledge of Early Years and child development, including recent developments in the field   
Minimum 3 years’ experience in day care provision 

NNEB or equivalent qualification

Knowledge of health and safety procedures, including risk assessments 

First Aid certificate


	To demonstrate the depth of knowledge to understand young children’s needs and how they develop 

To have gained sufficient experience to provide excellent care and education for children under the age of 5 years and to model best practice in day care provision
To provide the theoretical context for the role
To maintain high standards of health and safety for children and employees
To ensure health and safety provision and to administer First Aid as necessary

	Now

Now

Now

Within 6 months
Within 6 months
	5

5

5

4

3

	MENTAL SKILLS
Planning skills 
Ability to observe, monitor and analyse learning and learning outcomes in a practical context

	To carry out work planning and liaise with the Nursery teachers on a regular basis
To support the review of pupil performance and attainment through observation, monitoring and feedback to the class teacher.


	With training

With training
	4

4



	INTERPERSONAL & COMMUNICATION SKILLS
Ability to communicate effectively to a range of audiences, including children with specific learning and/or behavioural needs, through good written and excellent oral communication skills


	To develop and maintain effective working relationships with colleagues, pupils and ‘partners’ of the school (Parents, Governors, other agencies etc) 

To work with individuals and groups of children and to encourage good behaviour 


	Now
	5



	PHYSICAL SKILLS
Keyboard skills


	To operate a variety of computer systems and to produce correspondence, documentation and records


	Now
	4

	INITIATIVE & INDEPENDENCE
Ability to work on own initiative and to  organise/prioritise own workload and that of the team

	As a member of the management team, to deal with unexpected/unusual situations or problems and to advise and support other employees

To work alone with individuals or groups of children 


	Now
	5

	PHYSICAL DEMANDS
Limited

	
	
	

	MENTAL DEMANDS
Awareness of needs/demands of young  children and how they act/react

Ability to deal with interruptions, conflicting priorities and to cope with pressure

	To react to children’s needs and demands and to ensure their safety and welfare

To cope with situations where several children require attention at the same time 
To effectively manage interruptions and conflicting demands and to meet deadlines


	Now

With support
	5

4

	EMOTIONAL DEMANDS
Ability to work with, support, understand and empathise with children, some of whom may have emotional, behavioural and physical needs 

	To work with individuals or groups of children, some of whom may be experiencing social, emotional and/or behavioural difficulties and to establish relationships with their parents

To listen to children, establish relationships and (in accordance with school policies and procedures) be able to act/deal appropriately with emotionally difficult situations


	Now
	5

	RESPONSIBILITY FOR PEOPLE
Knowledge of child protection procedures


	To act as the Child Protection Officer

	With training
	4

	RESPONSIBILITY FOR SUPERVISION
Previous management/supervisory experience within a day care/child care setting

	To be a member of the management team

To supervise the day care staff, students on placement and Modern Apprentices, ensuring that they are trained, developed and supported
	Some experience desirable now
	4

	FINANCIAL RESPONSIBILITY
None


	
	
	

	RESPONSIBILITY FOR PHYSICAL RESOURCES

	To maintain nursery equipment and monitor supplies and keep the Head of Centre informed

To maintain computerised records, some of which may contain sensitive/personal data

	Now
	4
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