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	JOB DESCRIPTION

	JOB TITLE:  : Deputy Crèche Leader
	BUSINESS UNIT: Leisure

	POST No:
	REPORTS TO: Crèche Leader


	MAIN PURPOSE

· To provide a service that meets the needs of children in a crèche environment, delivering a high quality provision in line with Ofsted and best practice standards.


	SUMMARY OF RESPONSIBILITIES AND DUTIES
Principle Duties
· Providing safe, creative and appropriate play and learning opportunities, preparing activities and assisting in the organisation of programming and planning.

· Working within agreed policies and procedures and undertaking regular risk assessments and any other health and safety checks.

· To deputise for the Crèche Leader in their absence.

· To assist with the crèche handover.

· To ensure the social, physical, intellectual, cultural and emotional needs of the children are met.

· Assisting in any day-to-day administration, collection of fees, record keeping, ordering and purchasing of materials and equipment.

· Carrying out all responsibilities and activities within an equal opportunities framework.

· To ensure that the appropriate ratios are met at all times.

· To communicate with parent/carers and provide feedback either written or verbal.

· To ensure that the crèche is in a clean and tidy condition.

· To administer basic First Aid when necessary. 

· To attend meetings as appropriate.

· Any other duties in line with the effective and safe running of the crèche provision.
Financial

· To maintain all appropriate records, systems and financial procedures in accordance with the Company guidelines.

· To assist in maintaining accurate records of income/attendances, so as to provide full audit and transaction records in accordance with Mytime’s financial regulations.

Building and Maintenance

· Effectively implement and monitor the company’s Health and Safety policy and associated procedures for the crèche.
· Ensure that the facility is maintained according to Ofsted standards 
· To carry out all duties with regard to Health & Safety requirements and regulations according to the Health & Safety Policy.

Marketing and Branding

· To deliver the Company’s brands to the highest possible level of quality and to deliver associated programmes and promotions to support the Company’s Business objectives.

· Increase the company’s image and credibility

Customer Services

· Promote an excellent standard of Customer Service operating in accordance with Mytime’s Code of Conduct and Customer Service Standards.

· Develop, maintain and evolve good relations with existing Clients and stakeholders

· To deal with customers in a friendly and professional manner at all times

People Management

· Ensure all Learning & Development courses and prerequisites requirements as required by My Time Active 

· Ensure that all Mytime Active Compliance Training is completed




	SKILLS AND ABILITIES
· An understanding of good quality childcare.

· Ability to provide and plan creative and appropriate play and learning opportunities.

· Ability to communicate at all levels.

· Ability to meet children’s individual needs.

· Ability to use judgement and common sense.

· A commitment to Equal Opportunities.

· Ability to work as part of a team.



	KNOWLEDGE
· Childcare
· Health and Social Care

· Safeguarding


	EXPERIENCE

· Experience of working with 0-5 years, in a crèche, playgroup or similar provision.


	QUALIFICATIONS
Essential:

· Level 2 and/or Level 3 Childcare or Early Years qualification.

Desirable:

· A current First Aid Certificate or willingness to attend training to achieve this qualification.

· Some experience of administration.

· Ability to work on own initiative and as part of a team.


	CONDITIONS OF EMPLOYMENT

· Satisfactory DBS check

· Satisfactory health check
· Two satisfactory references
· Proof of attainment of qualifications

· Evidence of right to work in the UK



	SPECIAL REQUIREMENTS

· Whenever possible maintain flexible operating hours, adapting to unforeseen circumstances to suit the situation;
· Highly motivated self-starter with resilience and determination and the ability to see jobs through to completion;

· Being a positive, motivated, proactive, enthusiastic and professional person;
· To possess the personal qualities of pride, passion, drive and motivation;
· Enhances organisation reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments;

· Must be able to travel between sites as required;

· Able to drive and use of a car for work would be an advantage;
· Protects organisation's values by keeping employee engaged and sensitive information confidential.



	CERTIFICATION

	Employee Signature:

…………………………………………………………...

Date……………………………………………………..

I certify that I have read and understand the responsibilities assigned to this position.
	Managers Signature :

…………………………………………………………...

Date……………………………………………………..

I certify that this job description is an accurate description of the responsibilities assigned to the position.


The above statements are intended to describe the general nature and level of work being performed for this job. They are not intended to be an exhaustive list of all responsibilities and activities required of the position. The Job Descriptions do not form part of the contract of employment and the company reserves the right to change without consultation. 

	DATE OF LAST REVIEW:  January 2019
	


