JOB DESCRIPTION FOR CENTRE MANAGER

Responsible to:
The Group Management Committee

Summary:
To ensure the efficient running of the Group working within guidelines adopted by the Group


To keep up to date with all relevant legislation regarding childcare and employment

1.
To act in loco parentis in all relevant matters in order to ensure the safety and well being of the children attending the Centre, taking account of the social, educational and recreational needs of the children.

2.
To establish routines and practice that ensure high standards of childcare are maintained and met at all times.

3.
To demonstrate a sensitivity and understanding of the children’s individual needs working in partnership with other members of staff and parents, to create a warm and caring environment.

4.
To ensure that information is appropriately recorded regarding development of individual children, and shared with their parent/carer.

5.
To encourage staff members to develop children’s self confidence, independence and social relationships.

6.
To supervise, support and appropriately direct the work of the Centre staff to ensure the effective delivery of service. To ensure the needs of the staff are taken into consideration.

7.
To monitor and evaluate the progress of all staff members employed at the Centre.

8.
To work with staff members in the planning, preparation and organisation of daily activities to meet the social, education, physical, creative,  emotional and intellectual needs of the children.

9.
To co-ordinate in service training sessions.

10.
To identify the training needs and professional development needs of all staff by use of regular staff supervisions and appraisals.

11.
To develop good working relationships with staff, management committee members and parents/carers within a team structure.

12.
To act as the named person in the Group responsible for issues relating to child protection. To ensure everyone in the Centre is aware of procedures relating to this. To report any issues arising to the Management Committee and other professionals.
13.
To ensure the Centre works within the framework of the early year’s curriculum or other appropriate planning schemes
14.
Where required to ensure children are escorted to and from neighbouring Schools to the Centre when necessary.

15.
To ensure that all of the policies of the Group are fully implemented within the Centre and to actively romote these policies in a positive manner.

16.
To have knowledge of and work within the guidelines and conditions adopted by the Group.

17
To liase with the landlord of the premises on matters relating to the use of the facilities and equipment if applicable

18.
To liaise with other Agencies on matters relevant to the welfare of the children and their families.
19.
To ensure that set targets are monitored, recorded and worked towards.

20.
To act in a professional manner at all times, in particular with regard to confidential information.

21.
To liaise fully with other professionals as required, on issues relating to the Centre.

22.
To attend meetings as and when required, to include staff meetings and parents meetings
23.
To ensure administrative tasks such as collecting fees, record keeping, banking etc are effectively carried out.

24.
To ensure the Group is effectively publicised and marketing is carried out on a regular basis.

25.
To encourage parents/carers participation in the running of the Centre at every level including the promotion of the management committee.

26.
To be responsible for providing/producing relevant information regarding the Centre and its facilities eg. Notice boards and newsletters.

27.
To promote and participate in the Centre’s fund raising activities

28.
To be responsible for the day-to-day management and administration of the Centre.

29.
To ensure all administrative tasks are carried out efficiently.

30.
To maintain the financial records of the Group ensuring their accuracy and providing reports relating to the finances as necessary.

31.
To undertake budget planning and a regular review of the Centre’s finances together with the treasurer and to relay this to the Management Committee.

32.
To work with the Management Committee of the Group to provide information to them as required and at Directors meetings.

33.
To maintain awareness of current legislative matters as they relate to the operation of the Group.

34.
To ensure that appropriate staff records are maintained.

35.
To undertake any other duties as may occasionally be required by the Management Committee.

PERSON SPECIFICATION

CENTRE MANAGER.

Qualification

Level III/IV or above in Childcare or




Early years education or Playwork or

other management qualification as applicable




as shown on QCA framework for children


ESSENTIAL
Knowledge

To understand children’s individual needs 




Appropriate to their stage and level of development

ESSENTIAL



Knowledge of legislative requirements within a childcare



environment.






ESSENTIAL
















Knowledge of Birth-3 Matters/foundation stage learning 

and understanding of the importance of child observations.
Ability to use such observations and record keeping as
a basis for planning





DESIRABLE












Experience

At least 2 years post qualification childcare experience.
ESSENTIAL














Experience of administration and financial record keeping.
ESSENTIAL
















Experience of managing and developing a team

DESIRABLE




Experience of written records of children’s progress

DESIRABLE



Experience of working in a diverse and inclusive




environment.






DESIRABLE

Skills


Ability to work sensitively with parents/carers

ESSENTIAL




Commitment to the provision of safe, happy, 




positive and stimulating learning environment

ESSENTIAL














Ability to use own initiative




ESSENTIAL



High standard of written/oral skills



ESSENTIAL




Ability to organise & prioritise workload


ESSENTIAL




Excellent interpersonal and communication skills

ESSENTIAL




Understanding of working in a voluntary sector group
DESIRABLE

Computer literate





DESIRABLE


Talents & Gifts
Positive attitude to change and the continuous




improvement and development of the Centre


ESSENTIAL




Willingness to be flexible




ESSENTIAL

