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	JOB DESCRIPTION

	Post Tile:


	Senior Early Years Education & Childcare Officer

	Post Number:


	

	Grade:


	Grade 6

	Service:


	Education, Communities & Organisational Development

	Section:


	

	Responsible to:


	Head of Establishment

	Overall Purpose of the Job:



	To undertake appropriate supervisory responsibilities and delegated tasks as designated by Senior Management.  To work as an effective member of an Early Years Team delivering flexible, high-quality education and care to meet the needs of young children and their families.  To deputise in the absence of the Head / Depute Head of Centre.

	Main Duties and Responsibilities 



	1.
	Management Responsibilities

· Supervise the duties of Early Years Education & Childcare Officers;
· Carry out all delegated tasks to a high standard;
· Lead groups of staff in specific developments / initiatives.

	2.
	To supervise / develop the planning and implementation of curricular programme which meets the needs of the individual child in line with national and local standards.  This will be met by: -

· Participation in short-, medium- and long-term curriculum planning processes;
· Contributing to the identification of children’s individual needs through a key worker system;
· Participation in the identification of next steps for children’s learning;
· Participation in the delivery of agreed broad an individual learning plans for children;
· Participation in the observation and recording of establishment practice;
· Ensuring that resources available daily match both children’s individual needs and the identified establishment plan;
· Setting up and clearing of equipment and resources for learning and play activities;
· Involvement in the purchasing, utilising and up keeping of appropriate resources.

	3.
	To observe, record and report on individual children’s progress in line with the Council’s policies and procedures.  This will be met by: -

· Conducting observations on individuals and groups of children;
· Recording observations in agreed formats within establishments;
· Providing verbal reports on children’s progress to parents, staff members and other agencies as appropriate;
· Contribute to and complete reports on children’s progress as required;
· Supporting children’s transition to primary school in collaboration with Early Years and Primary colleagues and parents;
· Contributing to the completion of GIRFEC pathway processes for children with Additional Support Needs.

	4.
	To contribute to the delivery of a high-quality Early Years Service in line with local and national policies and procedures.  This will be met by: -

· Participation in appropriate quality processes including

· Self and peer assessment

· Establishment evaluation of practice

· Development planning procedures

· HMIE inspection procedures and recommendations

· Care Commission inspection procedures and recommendations

	5.
	To liaise with parents and carers and encourage their involvement in their children’s development and learning.  This will be met by: -

· Developing good and effective relationships with parents and carers;
· Providing informal feedback to parents and carers on their child’s progress;
· Contributing to and completing reports to parents and carers on their child’s progress;
· Participation in establishment strategies to encourage the involvement of parents and carers in their child’s learning and development.

	6.
	To liaise with and report as required to members of multi-disciplinary teams, other establishments and agencies at an appropriate level.  This will be met by: -

· Attending meetings as appropriate;
· Assist in the provision of verbal and written reports on children’s progress and care routines to other agencies as required;
· Participate fully in Child Protection procedures, in accordance with Council Guidelines.

	7.
	To provide support and guidance and report on the progress of students in placement.  This will be done in accordance with agreed guidelines and will be met by: -

· Supporting students in the planning of their activities;
· Observing and providing feedback on students’ activities;
· Contributing to and completing written assessments of students’ progress.

	8.
	To keep up to date with Early Years initiatives and developments and to participate in Continuing Professional Development in line with Council policies and procedures.  This will be met by: -

· Participation in the Council’s appraisal scheme;
· Participation in establishment staff meetings;
· Contribute to audits of training and development needs both establishment and individual;
· Participation in training and development activities for both personal and establishment development;
· Contributing to the sharing of good practice with colleagues in the establishment and throughout the service.

	9.
	Provide care routines within the establishment.  This will be met by: -

· Providing personal care for individual children;
· Participation as appropriate in registering children’s attendance;
· Contributing to the establishment’s compliance with Health and Safety policy, procedures and arrangements, including where appropriate risk assessments;
· Participation in the preparation and serving of snacks and the supervision of children during meal times.

	10.
	Additional

· Carry out other relevant duties appropriate to the post and arising from agreed Council policies / procedures related to the needs of the early years’ 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: 
	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, unless it can be justified on objective grounds.

	POST TITLE:  Senior Early Years Education and Childcare Officer

	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)
	· NNEB, HNC Childhood Practice or equivalent

· Hold or be working towards ba childhood practice

· Registration with SSSC 
· Substantial experience of working in early years services

	· Additional qualification
· Evidence of recent continued professional development
· Experience of working in a range of settings 
· Management experience

	SKILLS & ABILITIES

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


	· Knowledge of curriculum for excellence

· Evidence of having developed initiatives in an early years setting

· Effective communicator

· Ability to motivate and develop staff

· Ability to work in partnership with parents / community / agencies

· Effective decision maker


	· Experience of planning for continuity and progression across the early level

· Experienced in monitoring and evaluation  processes

· Involvement in external scrutiny processes (e.g. care inspectorate)

· Experience of leading teams

· Knowledge of early years issues / initiatives/strategic policy.


	SPECIAL APTITUDES

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


	· High quality interpersonal skills

· Confident in own ability

· Good organisational skills
	· Special aptitude in a curricular area



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


	· Ability to use own initiative and manage time effectively

· Flexible approach to working hours
	· Ability to lead / contribute to whole school events

	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. 


Date produced:  February 2011
PERS/R/002


