Job Description

MANAGEMENT TEAM JOB DESCRIPTION AND PERSON SPECIFICATION

Job Title:

Childcare Manager (Maternity leave cover)
Role:
General Manager Stepping Stones Pre/After-School Community Childcare Facility

Reports to:
Chairperson of  Stepping Stones Pre/After-School Community Childcare Facility
Duties and Responsibilities

· To develop, administer and manage the service in line with best practice, updating policies and procedures developed by the management committee and meeting the requirements of relevant funding organisations.
· Manage and oversee the childcare/after school service, including direct service provision and day-to-day supervision of childcare workers.

· To ensure the sustainability of the service, by marketing and filling all childcare places available. 

· Identify training needs for all staff.

· Inform childcare workers of policies and procedures in relation to good practice and to encourage and promote adherence to it.

· Liaise with play leaders re each child’s observation and assessment.

· Interview and select staff where necessary.

· Encourage and facilitate training and good practice by liaison with relevant agencies e.g. FAS, County Childcare Committee and National Childcare organisations.
· To administer and manage the service in line with policies and procedures developed by the management committee.

· To adopt a professional outlook at all times to childcare issues and present a positive approach to development in respect of:

· New legislation

· Measures taken to further protect children

· Staff supervision, training and development

· Partnership with and participation of parents/carers

· Liaison and joint work with other local organisations involved in the care/education of young children

· Participate in the evaluation and development of services

· Work with the County Childcare Committee to implement Siolta and Aistear

· Report to and attend committee meetings and provide written reports.

· Co-ordinate and develop a staff communication policy and lead monthly staff meetings.
· Carry out any other duties as reasonably requested by Centre Management Committee.
· Where CE staff are on placement to provide induction training and supervision and progress reports to the CE Supervisor.

· Ensure that the childcare centre meets the needs of the disadvantaged in the community .
· Prioritize the waiting list in conjunction for the ECCE .CETS and CCS Schemes.

· Recruitment of staff in consultation with Centre Management Committee.

· Setting up working rosters in conjunction with staff. 

· Liaise with parents on a regular basis regarding the ongoing progress and development of their children. 

· To set simple clear limits for children, which are consistently followed and encourage a positive rather than a negative approach to discipline.

· Manage and oversee the childcare service, including direct service provision and day-to-day motivation and supervision of childcare workers.

Personal Specification

· FETAC Level 6
· Childcare Management experience
· Interpersonal skills

· Communication skills

· Administrative and budget management skills
· Computer skills

· Current First aid Certificate 
· Customer care skills

· Knowledge & understanding of all aspects of childcare centre

· Commitment to quality

· Awareness of health and safety issues and legal requirements relating to childcare service
· Record keeping skills

· Appreciation of need for strict confidentiality

· Honesty and reliability

· Good time keeping

· Garda Vetting

· Clean full driving licence

●    Willingness to work flexible hours
