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	Job Evaluation Code
	2327



	Job Title
	Section Leader

	School/Directorate
	Campus Services – Little Scholars Nursery

	Job Grade
	3

	Career Pathway
	Administrative Support



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	Nursery Manager

	Posts Responsible For
	



Job Purpose
	
The Section Leader is responsible for the care of children within a certain age group and supervising Nursery Nurses and Nursery Assistants in the relevant section. It is expected that the role holder will deputise for the Manager on a rota basis and be responsible for any tasks delegated by the Manager.
The post holder will provide leadership and operational management of the service, providing a high standard of physical, emotional, social and intellectual care for the development for children placed in Little Scholars Nursery. This role will have a high degree of autonomy exercise a high level of judgement regarding the operation of Little Scholars Nursery.




Duties and Responsibilities
	Key Duties

1. To supervise and care for children. Ensure we deliver a high quality of care and act in accordance with regulatory requirements. Organise and co-ordinate a schedule of activities for the children within the section in consultation with the Nursery Manager. Keep an up-to-date plan of activities: these must be broken down into weekly plans. Set up and manage key worker groups. Check staff key-worker books: ensure they are up to date, neat, tidy and spelling is correct. Be aware of each child’s developmental stage. Ensure all staff in the section are informed of and understand each child’s dietary requirements. Dietary sheets in kitchen are up to date, neat and tidy so all staff can read them.
2. To supervise the nursery nurses / assistants in the appropriate section. Give appropriate advice and guidance when required to team members. Operate monthly room meetings. Give team members adequate advance notice of when these meetings will happen so they can come forward with agenda items. Ensure all staff sign the notes of these meetings and absences are noted.
3. To be aware of the requirements of the Children Act and to ensure adherence to these regulations and those required by CIW. Monitor staff compliance with standards of care operated at the setting and address shortcomings. To ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, financial and other University policies, procedures and codes as appropriate.
4. To assist with the staff induction and training programmes. Carry out room inductions with any staff member that goes to work in the room (whether they are new to the nursery or have come from another section to be based in the room). Update any staff member on all information they have missed when they have been on leave or
covering in another section. Make sure you update yourselves on return to work after any absence and sign any paperwork to show you have done this.
5. To report any matters regarding the running of the nursery to the Nursery Manager.
6. To maintain accurate records. Have registers ready at least six weeks in advance.
7. Ensure contact books are up to date, accurate and legible. Completed as instructed by management. Correctly complete accident / incident reports as required. Check the accident/incident books monthly. If a pattern or irregularities appear report to the Centre management immediately.
8. To provide effective liaison with parents. Be approachable to parents/carers and ensure there is a good collaborative working relationship with them. Inform them of all that is happening with their child / children as well as what is going on in the room. Pass on information from parents to all staff and record these in the appropriate place. Make sure all staff sign to say they have had update on return to work/room and update them on any meetings that have taken place in their absence, again they will have sign and date the meetings book.
9. To carry out risk assessments of any work area and make sure that staff in the team also do this. To take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work in accordance with the Health and Safety at Work Act 1974, EC directives and the University’s Safety, Health and Environment Policies and procedures and to cooperate with the University on any legal duties placed on it as the employer.
10. To ask for help from management when required. Inform management of any issues that you or your staff have had to deal with.
11. To set up nursery equipment. Sterilise baby equipment. Carry out general cleaning to maintain nursery hygiene. Carry out laundry duties.
12. To carry out annual PDR’s of the staff in your section and monthly one to one meetings.
When deputising in manager’s absence:
1. Complete staffing schedules while maintaining staff shift patterns.
2. Ordering, receipting and entering invoices onto ORACLE.
3. Monitoring ratio’s and providing cover when required.
4. Deal with any queries from parents and visitors.
5. Regularly check crèche e-mails and respond accordingly.
6. Supervise all staff making sure everyone is in ratio and carrying out duties.
General Duties
1. Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties.
2. To ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, health, safety, environment and wellbeing, financial and other University policies, procedures and codes as appropriate.
3. To assist the Manager in managing and ensuring that all Nursery operations comply with statutory requirements.
4. Perform other duties occasionally which are not included above, but which will be consistent with the role
The role will require a flexible approach to working hours and is 5 days out of 7 (pro rata for part time staff).




Person Specification 
	Essential Criteria (maximum of 10)

	1. Level 3 Diploma in Children’s Care, Learning and Development (QCF) or equivalent.
2. At least 2 years’ experience in the field of childcare.
3. Experience of supervising and motivating a team.
4. Proven ability to communicate information effectively and professionally with a wide range of people.
5. Evidence of ability to work to deadlines, planning, setting and monitoring team priorities.
6. Ability to exercise personal responsibility and initiative.
7. Satisfactory compliance with medical and CRB checks.
8. Ability to undertake duties without close supervision.
9. A mature approach and good interpersonal skills associated with working in a team.

	Desirable Criteria (if appropriate)

	1. Level 5 Diploma in Leadership for Children’s Care, Learning and Development (Advanced Practice – QCF).
2. Fluency in Welsh, written and oral.
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