PLAYGROUP MANAGER JOB DESCRIPTION

THE PURPOSE OF THE JOB

To provide professional leadership and management to the playgroup. 

To deliver the highest standards of care and education. 
ABOUT THE ROLE
Rosebery Playgroup meets four times a week in Rosebery Hall from 9.30am-12pm. Currently we have 28 children aged 2-3 years and registered to have a maximum of 15 per session. There is a manager and three other members of staff. We follow the Realising the Ambition curriculum. The playgroup is managed by an elected volunteer committee (usually the carers of the children attending playgroup). The group is registered with the Care Inspectorate and a member of Early Years Scotland. 
The position is for 16 hours per week during the school term time. Core hours of work will be 9am – 12.30pm during operating hours and includes 2 hours of admin time to be taken outwith session times. The rate of pay will de dependent on qualification and experience. The Manager is accountable to the Committee. There will be a six month probation period and employment subject to SSSC, or GTSCS, membership, PVG check and suitable references. 
WHO WILL YOU BE?

The successful candidate will be someone with experience working with children and have the desire to continue the great work of the Rosebery Playgroup team. 


Essentials 
WHAT DO YOU HAVE TO ACHIEVE?
· To ensure the children are supported and encouraged to play in a fun, safe and developmental environment.
· Compliance with regulatory requirements. Care Inspectorate, SSSC, Early Years policies and procedures.
· Support staff in their roles.
· Liaise closely with Management Committee.
KEY TASKS

· To ensure the smooth running of playgroup with the team. Provide a clear routine, varied activities for children as well as events for children and families.
· Provide a healthy snack, support children to go to the toilet, change nappies as required, facilitate handwashing and ensure excellent hygiene standards. 
· Ensure that a welcoming environment is created for the children and parents/carers.

· Create an environment that supports the needs of individual children.
· To involve children in planning activities and playgroup routine. 

· To get to know each child individually, observe and support their individual needs and development and record achievements in appropriate ways. 

· To liaise with parents/carers about each child’s interests and preference, and ensure that information is shared with parents/carers in relation to their child’s progress or areas of concern. 
· Set up and clear away activities on a daily basis, which will involve a little lifting and handling of play equipment. 

· Plan and implement activities with consideration of curriculum practice and individual learning. 
· Establish effective methods of communication with parents and carers.
· Ensure that the service meets required adult to child ratios.
· Maintain open and honest working relationships with staff and carers.

· Agree individual targets and objectives. Organise staff appraisals.

· Involve staff in decision making, co-ordinating and evaluating the curriculum for children’s early learning.

· Provide staff supervision, one to one meetings and team meetings. 
· Identify appropriate training needs and development opportunities for staff.
· Continually work towards the playgroup’s improvement plan with staff and Committee. Continually striving to improve the service. 

· Liaise with treasurer in view of budget.

· Ensure the health and safety standards are maintained and reviewed. Risk assessments are in place and reviewed for the safety of the children and staff. 
· Review playgroup policies and update when required with the committee. 
· Recruiting, selecting and managing staff with support from the committee. 
· To ensure records are completed and maintained for each child and are available to regulatory bodies and comply with GDPR regulations. 

· Liaise with Care Inspectors and Early Years Officer and other regulatory bodies as required for providing information and getting support and advice. 
OTHER DUTIES WILL INVOLVE

· Managing/supporting the staff and setting on a daily basis. 
· Preparing for inspections.
· Renew and purchase resources.

· Maintain contact with the chairperson of the committee and inform of any changes, issues or concerns surrounding the playgroup, staff or duties. 
· Liaise with Rosebery Hall Management Committee and keep them informed of any important communications.

· Attending and contributing to committee meetings as and when required.

