	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Childcare and Education Worker


	Job Evaluation         Reference Number:  
	AA3163



	Service:


	Children & Families/Education
	Grade:


	LGE 7

	Department/Section:


	Community Services
	Location:
	Variable

	Line Manager (post):


	Head Teacher/Head of Centre 

	Date JDPS was created / last reviewed / amended:
	March  2015

	Version of JDPS: 


	V.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan 
3. Argyll & Bute Council Competency Framework  
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:  
To work as an effective member of an Early Years Team, delivering a flexible, high quality education and care centred service that meets the needs of young children and their families. 


	Scope / Dimensions:  
Line management / staffing responsibility N/A 
Budgetary responsibility: N/A
 

	Job Description:  Main Outcomes required  


	1.
	Planning: 
Support the Head Teacher/ Head of Centre to develop the team’s service plans by working in partnership with colleagues (within and outwith the service) and by implementing national and local priorities to ensure all children reach their potential. 

To take personal responsibility for planning how these are delivered effectively and efficiently within the service. In  particular, assist the Head of Centre to:
a) Contributing  to the planning and implementation of a curricular programme, which meets the needs of the individual child in line with national and local standards.


	2.
	Service delivery:  
Assist the Head Teacher/ Head of Centre to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

a) To observe, record and report on individual children’s progress in line with the Council’s policy and procedures
b) To liaise with parents/carers, members of multi-disciplinary teams, other establishments and agencies as directed by line manager

c) To undertake specialist tasks as determined by management, which include the preparation of reports and presentation of reports at meetings
d) To keep up-to-date with early years initiatives and developments and to participate in continuing professional development in line with Council and SSSC policy and procedures 

e) To undertake duties which involve supporting and developing trainees, college students on placement and modern apprenticeships
f) To provide support and advice to parents and families on early learning and childcare



	3. 
	Quality Assurance:  
Support the Head Teacher/Head of Centre to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the team’s performance, and in particular: 
a) Contribute to quality assurance and self evaluation policy and procedures  and taking account of  Education Scotland and Social Care and Social Work Improvement Scotland guidance and advice notes.



	4.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	5.
	Other duties & responsibilities: 

Undertake other duties appropriate to this job and grade, and as required by the line manager and as required by Executive Director of Community Services ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1

D.1


	Practitioner qualification for daycare of children services as described in SSSC qualification criteria (www.SSSC.uk.com), or be willing to work towards a practitioner qualification
Additional relevant qualification.

	Experience



	E.1

D.1

D.2

D.3

D.4

D.5
	Experience of working in group under 5’s daycare setting.
Experience of key worker role.

Experience of working with other agencies 

Experience of working with parents

Experience of effective use of outdoor learning environments

Participated in ongoing self-evaluation and continuous improvement of the service  

	Specific job-related knowledge  


	E.1

E.2

E.3

E.4

D.1

D.2

D.3

D.4

D.5


	Care Inspectorate. 
National Care Standards.
Curriculum for Excellence.
SSSC.
Current Childcare Services.
Early Years framework.
Building the Ambition

ASL Act.
GIRFEC.

	Any additional job-related requirements   



	E.1


	PVG membership – required to gain this in relation to working with children.



	Competencies   

	E.1
	Level  1 
Personal Qualities (Competencies) that are essential at recruitment stage:
Ability to prioritise tasks and meet deadlines
Effective communication skills, written and verbal.

Enthusiastic and motivated.

Good negotiation, facilitation and customer service skills.

Work effectively as part of a team

Effective organisational skills

Effective problem solving skills
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