
 

FULL TIME NURSERY MANAGER 

Job Description 

Hours: 8am to 4pm plus a maximum of two Saturday ‘Open Mornings’ per year, normally 
10am to 12noon 

 
Salary:   Attractive dependent upon experience 
 
Holiday Entitlement: 6 weeks 
 
Additional Benefits: Pension, school fee remission, free lunch during term time 

 
Our Nursery  
 
Within a bright and colourful environment, Micklefield Preparatory Department provides an excellent first 
step for a child’s introduction to education. Fully supported by qualified, experienced and enthusiastic staff, 
the children are encouraged to develop their full creative and academic potential, learning to think, question 
and evaluate. 
 
Our Preparatory children enjoy all the facilities of the main school as well as the multi-sensory experiences 
in Belton House and the surrounding area. 
 
Micklefield children experience all areas within the Early Years Learning Goals. Children are introduced to 
phonics and pre-reading skills. Fine motor control activities help to develop writing skills. Fun, thought-
provoking, numeric activities help build the children’s understanding of mathematics. By nurturing a curiosity 
of the world around us, their knowledge and understanding of the environment helps to develop their 
creative language and confidence. 
 
From April 2021 our highly successful Nursery will be extending its provision from term-time only to all year 
round and we are looking to appoint someone who can lead and manage our top-rated Nursery.  We offer 
both full day and half day sessions for children from rising three to four years of age.   There are currently 3 
members of staff in the Nursery to whom the post holder will be responsible for. The post holder reports to 
the Headmaster for the teaching and management of the Nursery and to the Bursar for all financial matters.  
The Nursery Manager will work closely with all members of the Senior Leadership Team (SLT). 
 

Ethos / Mission Statement 
 
Micklefield is a happy, flourishing school where children can enjoy all aspects of learning. We aim to create 
a family atmosphere where each child is encouraged to develop their potential whilst becoming confident, 
responsible and independent members of the community. We work with parents to instil respect, tolerance 
and self-discipline.  
 
Micklefield’s children are nurtured so that their talents, whether academic, sporting, musical or creative, can 
be developed and valued. We pride ourselves on knowing each of the children individually, creating an 
environment where trust and security encourage children to thrive.  
 



Purpose of the Role and Key Responsibilities 
 
To provide outstanding care and develop the education of children, using specialist knowledge and 
experience. This involves undertaking tasks related to classroom and extra-curricular activities, the delivery 
of the designated and enriched curriculum, raising standards through continuous self-evaluation and 
providing high standards of supervision and pastoral care; 
 
To manage Nursery staff and review the resourcing plan for all year round Nursery provision and holiday 
clubs;  
 

• To be responsible for safeguarding the children and Health & Safety within the Nursery Department; 

• To manage the occupancy levels and staff ratios. 
 

Job Objectives 
 
• To plan, prepare, deliver and develop the Early Years Foundation Stage curriculum to the required 

children in the Nursery; 

• To oversee the activities of the children in order to ensure their safety, facilitate their educational 
development and develop a supportive and caring relationship; 

• To provide care, attend to children’s personal needs and undertake activities necessary to meet the 
physical, emotional and educational requirements of individuals, groups or a class of children. This will 
require knowledge of a range of strategies and a high level of skills developed through experience; 

• To promote high standards, progression, continuity and quality of learning; 

• To deliver educational work programmes by taking responsibility for long and medium term planning 
and to review short term planning, taking into account differentiation, within an agreed framework 
and to specific timescales; 

• To observe children as individuals and in groups and monitor behaviour, progress and possible 
developmental needs utilising specialist knowledge and experience; 

• To ensure up-to-date records of children’s progress as part of the monitoring and reviewing of 
educational work programmes within the Individual Profiles, and develop future programmes and 
plans, as and when appropriate; 

• To participate in the appointment of Nursery staff and support in the drawing up of their specific job 
descriptions; 

• To undertake performance reviews of all staff within the Nursery setting; 

• To promote development and training opportunities within the Nursery Department; 

• To plan, set and check all reports that are prepared by staff prior to being sent to parents; 

• To attend all parents’ evenings, open mornings and attend training; 

• To review resourcing plan for holiday clubs and provide cover in emergency situations; 

• To adhere to the school’s policies with special reference to the learning support, safeguarding and 
child protection, equal opportunities policies, and to help promote inclusion in the school; 

• To work with the relevant personnel to review and update key EYFS policies. 

• To provide simple first aid, when necessary, and take all reasonable measures to ensure health and 
safety in the early years rooms; 

• To oversee display materials and teaching aids, undertake and/or delegate simple maintenance and 
repairs and clean and tidy up after use; 

• To liaise with the School Registrar and Marketing Co-ordinator to promote the Nursery to prospective 
parents/carers; 

• To liaise with the Finance Officer to ensure parents are correctly invoiced; 

• To provide cover as requested by the Headmaster; 

• To collaborate with the Nursery team to ensure that all safeguarding policies and procedures are 
implemented; 



• To undertake Early Years Child Protection training and work collaboratively with other DSL’s to ensure 
best practice in safeguarding children; 

• To undertake other relevant duties allocated at the discretion of the Headmaster; 

• To organise and manage holiday and sickness cover in conjunction with the Deputy Head Pastoral 
(during term-time) and independently outside of term time (unless you are on holiday). 

• To use your ‘Work from home planning days’ as on site days if staff cover cannot be arranged, the 
person covering cannot immediately get into work or the supply cover budget has been spent.  

 
This job description is intended to act as a guide and not as an ultimate definitive or exhaustive list.  Our aim 
is to work to the strengths of the successful candidate and adapt the job description accordingly. 
The School is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
 

Person Specification 
 
Essential criteria 
 

• A passion for working with children with a positive can-do attitude. 

• Experience of managing a Nursery setting 

• Qualified Early Years Teacher 

• Sound understanding of child development, and of children's needs. 

• Ability to plan and implement a nursery curriculum, taking into account the SEN Code of Practice, child 
protection procedures, and equal opportunities’ considerations. 

• Demonstrable and detailed knowledge of current legislation relevant to the early years. 

• Ability to work with parents and families to encourage their involvement. 

• Ability to effectively lead and manage a team of adults, including conducting performance 
management processes e.g. induction, supervision meetings, appraisals and setting objectives. 

• Commitment to equal opportunities and an understanding of equality and diversity issues. 

• Ability to write clear reports. 

• Evidence of continuing professional development. 

• Evidence of leadership skills or projects led/team management experience is essential. 
 
Desirable criteria 
 

• Designated Safeguarding Lead qualification  

• Current paediatric first aid certificate 

• Current food hygiene certificate 
 
Any offer of appointment will be subject to satisfactory references, the completion of a medical form and 
criminal record check via the Disclosure and Barring Service (DBS).     
 

                       
                  


