







Job Description and Employee Specification [Early Learning & Childcare Depute Head of Centre]
	Education & Families	


	Service: 

	Education & Families 

	
Division:
	
Education

	
Job Title:
	
Early Learning & Childcare Depute Head of Centre

	
Responsible to:
	
Head Teacher/Head Of Centre

	
Grade
	
NLC 11

	
Conditions of Service
	
SJC

	
Date of last review:
	



	
Job Outline

To assist the Head of Centre in the overall management and development of the family learning centre within the policies of North Lanarkshire Council and to deputise as and when required.  To develop a flexible provision for all service users including families, partner agencies and the community, including primary transition.





	Main Duties and Responsibilities

1. To assist the head of centre in creating and maintaining a positive ethos within the centre

2. You will be responsible for the planning and delivery of learning within the centre and supporting staff and students with this

3. To assist the head of centre in the preparation of an appropriate improvement report and plan and their implementation 

4. You will be responsible for the management of all staff development programmes

5. To liaise between staff and the head of centre 

6. To delegate tasks to staff as appropriate and oversee the training of external students and work experience pupils

7. To provide staff with support and guidance on individual child development learning profiles and assist in the discussions with and reporting to parents

8. To assist the head of centre in promoting the nursery within the local community as appropriate

9. To assist the head of centre in administration of the centre including office duties; money handling; ordering resources and equipment

Specific Tasks:

10. You will be responsible for the planning and delivery of learning within the centre and supporting staff and students with this

11. Working within a locality you will assist the head of centre in ensuring the smooth running of the family learning centre and creating and maintaining a safe, secure and nurturing learning environment for everyone

12. To liaise with other agencies and schools ensuring effective transition procedures are in place for children moving on to primary school

13. You will be required to attend meetings and case conferences as appropriate, on occasion out with normal working hours.  A flexible working pattern to meet the operational requirements of the establishment is therefore essential









This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.


	




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· An SVQ4, HND in Early Years and Childcare or a degree, professional qualification or equivalent level in a relevant discipline (or working towards) 
· Qualification meeting the registration requirements of the SSSC within 5 years
	X





x
	Further Specialist Study/Qualification
	Verification/Application Form/Interview

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Extended experience in early years setting

· Proven record of highly professional attitude to current post
· Experience of leading a team
· Evidence of meeting a range of needs
· Evidence of leading a successful initiative or new development
· Record of delivering quality services
· Experience in a promoted post
	
X


x


x

x


x


x


x

	
	Application Form/Interview

	
	
	
	

	

	
	
	

	
	
	
	

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	
· Ability to work with and support others
· Ability to address the needs of both staff and children in a supportive manner 
· Ability to provide written reports
· Ability to lead/work with a team
· Leadership qualities
· Ability to take initiative
· Effective communications skills
· Knowledge and understanding of legislation affecting young children and their families e.g. Children and Young People Act 2014

	

x

X




x

x

x
x

x
x







	
	Application Form/Interview

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES

	
	
	

	· Adaptable/flexible approach
· Highly articulate
· Highly motivated
· Confident and professional
· Trustworthy and reliable
	x

x
X

x

x




	












	Application Form/Interview

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	OTHER
	
	
	

	· Member of PVG scheme or willingness to become a member of PVG scheme with satisfactory scheme record/or scheme record update
	x
	
	Application Form/Interview
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