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	Job Description


Job Title:


Nursery Officer
Responsible To:

Senior Officer: Nursery
Job Purpose:
To plan and implement care provision for children and to work together with the Senior officer: Nursery to ensure the smooth day to day running of the Nursery, including the welfare and care of the children and the planning of activities within the Day Nursery.

Principal Responsibilities

1. To deputise for the Senior Officer: Nursery in their absence including attending meetings as necessary;
2. To be responsible to the Senior Officer: Nursery on a day to day basis for the planning of activities, care of children within the Day Nursery and the supervision of staff/nursery teams;

3. To plan the daily care of the children within the Nursery and ensure their welfare;
4. To create a warm, stimulating and attractive environment within the Nursery;

5. To report any safeguarding concerns to your Senior Officer: Nursery, such as signs of abuse;

6. To administer First Aid and respond to emergency situations as appropriate;
7. To administer medication as appropriate;
8. To assist the Senior Officer: Nursery in the collection, recording and banking of nursery fees, for the efficient use of staff and resources and all pertinent administrative duties for the financial operation of the Nursery; 
9. To assist the Senior Officer: Nursery using a software system (Nursery Genie) to produce daily reports, automate invoicing, integrate accounts and manage Child Development;

10. To assist the Senior Officer: Nursery in ensuring the day to day operations of the Nursery comply with legislation e.g. Children Act, Health and Safety, Environmental Health and C.I.W. Guidelines;
11. To be responsible with the Senior Officer: Nursery for ensuring the School Service Policy and Procedure is adhered to; 
12. To carryout cleaning procedures in the Nursery, in accordance with Health & Safety e.g. cleaning of toilets, cleaning of carpets and cleaning of Nursery equipment and toys;
13. To organise activities and promote a healthy, safe and stimulating Nursery 

   environment;
14. To supervise other staff members on a day to day basis and carryout individual                                                                                            supervisions;
15. To supervise the practical training of students/trainees and complete work based assessments/reports within the Nursery;
16. To complete administration tasks, retain accurate records and provide appropriate data as required; 

17. To carry out such training, retraining and updating as may be necessary to fulfil the requirements of the post; 

18. To adhere to all College and Nursery policies and procedures;
19. To provide a service to children and carers of the highest quality;
20. To assess the children’s development and co-ordinate the planning and

         implementation of developmental plans for the children;
21. To work flexibly within the Neath Port Talbot Group of Colleges Nursery service;
College Responsibilities
1. To actively promote the diversity agenda within the College;
2. To promote and ensure safe working practices in line with Health and Safety requirements;
3. To take an active part in all College quality systems;
4. To contribute to and represent the overall visions and values of the College;

5. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001;
6. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;

7. To adhere to all College policies and procedures;
8. To undertake professional development as required, and

9. To undertake other appropriate duties as required by the line manager. 

It should be noted that this Job Description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manger and the Human Resources Director, and may lead to revisions in light of the operational requirements of the College.

