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	JOB DESCRIPTION

	Post Tile:


	Depute Head of Establishment

	Post Number:


	

	Grade:


	Grade 8

	Service:


	Education, Communities & Organisational Development

	Section:


	Early Years

	Responsible to:


	Head of Service

	Overall Purpose of the Job:



	To assist the Head of Centre in the management of the establishment for the benefit of the children, families and the wider community within the framework of the authorities corporate strategies and policies and in compliance with the requirements of statutes relating to the provision of early years education.

To deputise for the Head of Centre in his/her absence. To undertake appropriate delegated responsibilities


	Main Duties and Responsibilities 



	1.
	Management of Staff

Assisting the Head of Centre

· The recruitment, selection and induction of staff;

· Implementing staff appraisal and development scheme and promoting the professional development and welfare of staff generally;

· Assessing and monitoring the effectiveness of staff;

· Ensuring staff are clear about their roles and responsibilities;

· Ensuring that the expertise of staff is recognised and employed in such a way that children and their parents benefit fully;

· Implementing all relevant conditions of service, management of attendance and other matters of a contractual nature.


	2.
	Management of the Curriculum

· Managing and developing the curriculum taking account of national and local standards;

· Ensuring that children’s progress is observed, recorded and reported in line with council’s policy and procedures;

· Monitoring & evaluation of the curriculum in line with local and national advice;
· Ensuring the implementation of the strategic policies of the council.


	3.
	Management of the Quality Process

Assisting the Head of Centre

· Producing an annual Standards and Quality report;

· Producing, implementing and monitoring the improvement planning process;

· Encouraging the highest standard of care and well-being among all;

· Monitoring and evaluating the effectiveness of the establishment;

· Evaluating the quality of services provided in line with national and council requirements.



	4.
	Management of Communications

Assisting the Head of Centre

· Establishing effective systems of communication with the staff team, parents, community, professional colleagues and other agencies;

· Effectively organising and maintaining records and reports;

· Reporting to the authority on matters affecting the establishment;

· Consulting and communicating with parents about the affairs of the establishment;

· Attending internal events/meetings;

· Responding timeously to requests for information by the authority or other relevant bodies;
· Recording information on IT systems e.g. NAMS, SEEMIS.


	5.
	Management of Resources

Assisting the Head of Centre

· In the management of the budget and financial matters;

· Implementing authority procedures in all financial matters;

· Ensuring all health and safety procedures are followed;

· Assisting the authority to ensure that the building is properly maintained.


	6.
	Management of the Corporate Life of the Establishment

Assisting the Head of Centre

· Encouraging and promoting the development of the corporate life of the establishment and by doing so create an ethos conductive to healthy relationships, high morale and effective learning;

· Promoting the implementation and monitoring of all aspects of the establishments implementation plan;

· Encouraging amongst all the highest standards of behaviour;
· Fostering among pupils, parents, staff and other users of the centre an awareness of the centre as a community with which they can all identify.


	7.
	Management of the Curriculum

· Managing and developing the curriculum taking account of national and local standards.

· Ensuring that children’s progress is observed, recorded, and reported in line with policy and procedures.

· Monitoring & evaluation of the curriculum.

· Ensuring the implementation of the strategic policies of the council.


	8.
	Additional

· Carry out any other relevant duties appropriate to the post and arising form agreed Council policies / procedures related to the needs of the service.



Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.

Date Produced: 28.08.17
	PERSON SPECIFICATION

	The Person Specification clearly describes the skills/abilities/personal qualities needed to successfully undertake the duties of the post.  It is agreed by the Panel prior to advertising and is used as the sole means of selecting candidates for interview. 

In developing job descriptions & person specifications, the Council will have due regard to its commitment to equality & diversity by ensuring that job criteria are relevant to the successful undertaking of the job and do not indirectly or disproportionately disadvantage any individual on the grounds of sex, age, disability, race/ethnic origin, religion or belief, sexual orientation, gender reassignment, marriage and civil partnership, pregnancy and maternity and caring responsibilities or social status, unless it can be justified on objective grounds

	POST TITLE:  Depute Head of Establishment

	ATTRIBUTES
	ESSENTIAL: 

The minimum acceptable level for safe and effective job performance
	DESIRABLE: 

The attributes of the ideal candidate

	ATTAINMENTS/ EXPERIENCE

1.Educational

(e.g. qualifications, membership of professional bodies)

2.Occupational

(e.g. management experience)


	· H.N.C / N.N.E.B or equivalent 

· Hold a BA in Childhood Practice or a Bachelor of Education,
or
or working towards - be in the fourth year of study working towards BA in Childhood Practice or a Bachelor of Education,
, with completion expected within that year.

· Hold a BA or working towards (as above)  in Childhood Practice enabling registration as lead practitioner with SSSC.

· Experience of working with children aged 0-5 years


	· Additional relevant qualifications

· Evidence of recent personal development

· Previous management experience

	SKILLS & ABILITIES

(e.g. work ethic, motivation, judgement, initiative, analytical skills, problem solving skills, report writing skills)


	· Extensive knowledge of early years curriculum

· Good communication skills

· Ability to motivate and develop staff

· Ability to work in partnership with parents/community

· Good organisational skills

· Ability to lead/develop teams

	· Evidence of  having  developed initiatives in an early years setting

	SPECIAL APTITUDES

(e.g. numerical skills, manual dexterity, driving licence)


	· High quality interpersonal skills

· Knowledge of early years issues/initiatives


	

	ANY ADDITIONAL JOB RELATED REQUIREMENTS (e.g. ability to work irregular hours, shifts)


	· Flexible approach to working hours
	

	DISABLED APPLICANTS AND GUARANTEED INTERVIEWS

	Under the Disability Confident Scheme, an applicant who indicates they have a disability and who meets the essential requirements for the vacancy will be offered a guaranteed interview. 
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