JOB DESCRIPTION FOR DEPUTY CENTRE MANAGER/CO-ORDINATOR

Responsible to:
Centre Co-ordinator or the Group Management Committee

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

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

To develop programmes and plans to meet these needs.

To ensure administrative processes are undertaken efficiently and accurately.

To model good practice to all staff and trainees.

To provide individual and group supervision of play staff.

To identify staff training needs in consultation with the Centre Manager.

To ensure social, physical, intellectual, language and emotional needs of the children are met and to keep appropriate records as evidence of tis.

To promote positive relationships and interaction between all adults and children involved in the Group.

To regularly review and update the curriculum or programme and activities available to children. To monitor and develop these plans.

To ensure parents/carers are well informed of their children’s progress and are always welcomed into the Centre.

To attend and participate in parent/staff meetings and other meetings as may be relevant. Some of these being evening meetings.

To be responsible for the effective health and safety procedures in the group.

To attend courses, some of these being evenings or weekends, and to disseminate information from these to other staff.

Monitor children for the identification of possible special education needs and advise the Centre Manager or Childcare & Education Adviser of any concerns.

Assessing, recording and reporating on the development, progress and attainment of children and to provide support to other staff through this process.

To combat sex, race, class and religious discrimination and to demonstrate positive attitudes through practical application.

To support and supervise trainee employed at the Centre.

To assume the role of the Centre Manager in their absence.

To work within the policies adopted by the Group.

PERSON SPECIFICATION & SELECTION CRITERIA

DEPUTY CENTRE MANAGER/CO-ORDINATOR.

The successful candidate will have most or all of the following qualities.


A qualification in childcare or early years education, Diploma in


Playgroup Practice, NNEB, NVE Level II or equivalent.


Essential


At least two years childcare experience.




Essential


Administration and cash handling experience.



Essential


Knowledge of child development.





Essential


Knowledge of early years learning and early learning goals


Essential


Ability to develop an early years curriculum or plans


Essential


Good health record







Essential


Experience of working in a team and exercising leadership


Essential


Ability to plan work loads and set priorities.




Essential


Experience of working in a multi cultural environment.


Desirable


Good written and oral communication skills




Desirable

