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Role Profile – Senior EY Worker

	Role Details


	Job Title:
	Senior Early Years Worker
	Service:
	Education

	Directorate:
	Education, People & Business
	Reporting to:
	Head Teacher/Head of Centre

	Grade:
	Grade 7  
	Hours: 21
	Salary will be pro-rated for part-time hours

	Work Location:
	Baljaffray Early Years Centre 



Role Purpose 
· Work as an effective member of a staff team, delivering a high quality child centred and flexible service which meets the needs of children and their families;

· Be a model of good practice in the delivery of an appropriately balanced early years curriculum which meets the needs of the individual child in line with National and Local standards;

· Oversee the placement activities of early years students and trainees and provide support to them;

· Assist in the organisation, implementation and evaluation of regular parenting programmes in line with Council guidelines;

· Undertake appropriate supervisory responsibility as designated by the head teacher or head of centre in line with Council policy and procedures.

Role Accountabilities & Key Activities 
· Observe, assess and record the individual needs of children orally and in writing and use the results of observation and assessment to plan collaboratively, both orally and in writing, for the next steps in children’s development;

· Work effectively as part of a wider multi-disciplinary team in devising/implementing/monitoring and reviewing individual children’s programmes, continually providing information on children on a daily basis and evaluate planned activities in collaboration with the staff team;

· Report on children’s progress both orally and in writing to parents/carers and other agencies, implementing programmes as advised, attend meetings and share information with parents, colleagues and other agencies to discuss and review the ongoing development of children placed within the nursery and contribute to and attend Parent Afternoons/Evenings, Open Evenings and Workshops; 

· Supervise, mentor and report on the performance of work experience students/modern apprentices/early year’s students and trainees liaising with college tutors as appropriate.

· Support the development parental participation and relations with the community including preparation and display of monthly planning sheets and notice boards;

· Undertake appropriate supervisory responsibility as designated by the head teacher or head of centre in line with Council policy and procedures. 

· Undertake training in Council approved parenting programmes and assist in their delivery to individuals/groups of parents.

· Greet visitors and contribute to a positive ethos within the establishment including supporting  and contributing to events and activities, contributing to the production of a regular newsletter to parents and promote the nursery within the community;

· Advise on the provision of resources, manage and organise their use and evaluate their effectiveness. 

· Undertake training in and adhere to Health and Safety guidelines including Hazard Analysis procedures involved in Food Handling and prepare snacks for children taking dietary requirements and food allergies into consideration. Be responsible for the maintaining high standards of hygiene within the establishment;
· Be responsible for and assist and support staff in all aspects of care for young children including toilet training, changing clothing and dental hygiene. Adhere to establishment policy in carrying out basic first aid and administration of basic medicines and, following training, carry out administration of specialist medicines on a voluntary basis;

· Oversee effective security within the nursery setting by following establishment procedures e.g. monitoring entry/exit of children and adults, dealing with telephone messages,  ensuring safe storage of valuables and  money collected as fees/fundraising and at all times exercise the duty of care to children;

· Follow Child Protection procedures and assist the head teacher or head of centre to support staff, children and families through crises;

· Oversee and participate in general clerical duties including filing and photocopying required for record keeping and curricular purposes.

· Oversee and participate in the creation and maintenance of the playroom/nursery/outdoor areas as attractive, safe and stimulating environments.

· Keep up to date with early years initiatives and developments, national and local policies, Council policies and initiatives and participate in continuous personal and professional development e.g. ICT, in line with Council policy and procedures including the Performance Management and Development process.

· In centres offering additional hours of provision assist in the organisation of staff rotas, annual leave etc. and work on a flexible basis.

· Participate in and support staff in the evaluation process of the establishment and contribute to the development plan and production, implementation and review of policies and procedures;
· Assist the establishment to achieve and maintain compliance with the Standards of the Scottish Commission for the Regulation of Care;

· Achieve and maintain registration with the Scottish Social Services Council and adhere to its Code of Conduct. 
· Ensure the development and promotion of best practice in relation to equal opportunities and race equality ensuring the implementation of the Council’s policies in this regard;

· Ensure that appropriate standards of health and safety are adhered to by all staff and promote the health and safety of all employees and service users through the implementation and monitoring of the Council’s Health and Safety Policies;

· Participate in and contribute to the management objectives of the Strategic Directorate (Community);

· Other duties, appropriate to grade, as directed by the Head of Establishment or their nominated person.

Customer Service Delivery 

· Contribute to the achievement of performance standards through the identification of improvements that focus on improving customer service delivery. 
· Contribute to continuous improvement of the Education Service ensuring that changes are fully implemented and effectively communicated to all stakeholders 

· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation. 
Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.  

Best Value 
· Contribute to the review of performance within the team ensuring maximum benefit is derived from the service provided.
· Support the Education Service through a focused approach to ensuring high quality service is provided.
Best Practice
· Foster an environment in which best practice becomes an accepted responsibility at all levels.

· Share best practice between and across the Education Service to ensure that customers experience benefits.
· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.
· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with team objectives.

Context 

	Location:


	Baljaffray Early Years Centre 

	Mobility:


	As per the contractual terms: 

· You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.


	Terms & Conditions Applicable to the Role:


	LGE 
	X

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	x

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:

(per week)
	35 hours
	

	
	37 hours 
	

	
	Other  (please specify)
	21

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	
	
	
	
	
	
	

	
	Finish Time
	
	
	
	
	
	
	

	
	Unpaid Break 
	
	
	
	
	
	
	

	
	Total Daily Hours 
	
	
	
	
	
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	X
	X
	x
	
	
	
	

	
	No of hours to be worked per day
	7
	7
	7
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	X

	
	Term time 39 Weeks 
	

	
	Term time 41.8 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	

	
	If ‘yes’ please give details 
	

	
	No
	x

	Is this role suitable for Job Share:
	Yes 
	

	
	No
	x

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	x

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	x

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	x

	Disclosure:


	Not Applicable 
	

	
	Level 1
	

	
	Level 2
	

	
	Level 2 with barred list check
	

	
	PVG Children
	x

	
	PVG Adults
	

	Criminal Convictions:


	N/A

	Proper Officer:


	N/A

	Politically Restricted:)
	N/A


Context & Key Relationships

· Senior Early Years Workers will participate in an agreed number of parent / teacher meetings and parent workshops when required.

· The role will support other roles.  The role will work flexibly with other team members to share best practice and to achieve team priorities.

· The role is required to use initiative to progress day-to-day activities. More complex issues will be referred to the Head of Establishment for resolution.
Given the nature of the role, key relationships will include:
· The role interacts with head teacher/depute head teacher/head of centre/depute head of centre/teacher/team leader, early years workers and parent/carers.

Personal Specification 

	Personal Specification
	Essential (must have)
	Desirable (would like to have)


	KNOWLEDGE
	· Sound knowledge of role accountability areas 

Knowledge of How Good is Our Early Learning and Childcare and Health and Social Care Standards as applicable to Early Years settings.

· Knowledge of the Curriculum for Excellence 3 – 18 experiences and outcomes.

· Knowledge, understanding and respect for the central role of parent / carers in the lives of young children.

· Knowledge of Pre Birth to Three.

· Knowledge of the Early Years Framework

· Knowledge of the implementation of GIRFEC approaches and principles. 

· Knowledge of Building the Ambition, My World Outdoors


	· Involvement in evaluation procedures related to How Good is Our Early Learning and Childcare and Health and Social Care Standards

	SKILLS
	· Team leadership skills

· Strong written and verbal communication skills and ability to tailor communication depending on audience 

· Demonstrable influencing skills

· Team working & team building skills

· Ability to motivate and extend children’s learning through careful planning.   

· Ability to assume responsibility when required.


	· Experience of liaising with parent / carers and with other agencies.

· Experience in implementing and reviewing establishment policies.

	EXPERIENCE

(Occupational – Minimum Experience)


	· Demonstrable experience across all role activities 

	· Experience of working as part of an early year’s team

	EDUCATION/

TRAINING

(Educational – Minimum Qualifications)
	East Dunbartonshire Council require candidates to possess any of the following qualifications:
· SNNEB or NNEB or Minimum SVQ3 (CCLD) or HNC childcare and education; plus evidence of appropriate professional experience. 

Preferable to hold both SVQ2 and SVQ 3(CCLD) or NC and HNC childcare and education.

· Extended experience in an early years setting;

· Extended understanding of curriculum guidelines, Child at the Centre, National Care Standards;

· Experience of working with parents/carers;

· Experience in planning for the individual needs of children;

You will be required to register with the Scottish Social Services Council (SSSC) prior to appointment, or register within 6 months of the date of your appointment. You will be required to maintain registration throughout the period of employment in the category of Practitioner and adhere to the codes of practice laid out by SSSC. 


	· Additional early years related qualification; including BA childhood practice
· Experience in the evaluation process of the establishment development plan;

· Experience in implementing and reviewing establishment policies;

· Significant experience in an early years setting;

· Understanding of the requirements of supervising students/trainees



	PERSONAL QUALITIES
	· Enthusiastic, positive manner, hardworking and flexible,;

· solution focused;

· Ability to assume responsibility when required
· Works to ensure credibility in effectively managing relationships

· Self-Motivated

· Can-do attitude 

· Approachable - Customer focused

· Team player

· Ability to work on own initiative.

· Ability to work under pressure to deliver results

· Ability to work with minimum supervision

· Inclusive and respectful
Confidentiality is expected at all times.

	· Ability to work on own initiative 

	DRIVING LICENSE
	N/A
	

	OTHER
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