TENTERFIELD NURSERY SCHOOL AND CHILDREN’S CENTRE
JOB DESCRIPTION
JOB TITLE:


Wraparound Assistant 
RESPONSIBLE TO:
Assistant Head
SALARY SCALE:

H1 - 2
HOURS: 11:30am – 6:00pm full year
MAIN PURPOSE OF THE JOB
· To settle in new children and provide ongoing support for them and their families, through a key person approach
· To interact appropriately with children, taking into account their individual needs
· To provide a friendly, caring and relaxed environment in order to encourage and develop children’s learning
· To be committed to the safety and well being of all children and centre users, respecting and understanding the importance of confidentiality
· To contribute to planning and resourcing a stimulating, welcoming environment that supports learning both indoors and outdoors 
· To plan, organise and carry out developmentally appropriate activities based on the needs of the children/group/provision
· To assist in maintaining a safe, clean and secure environment
· To ensure all daily routines are adhered to and contribute to the smooth running of the centre
· To provide cover for key workers when necessary and at times whole class sessions
· To maintain children’s records and carry out regular assessments that inform planning
· To monitor children’s development and be accountable for their progress and outcomes
· To ensure all policies and procedures are adhered to and implemented
· To contribute to the development of the centre, showing commitment to our shared ethos
· To be responsible for protecting and safeguarding children in the centre
WORKING WITH OTHERS
· To liaise with parents, carers, the staff team and other professionals and maintain good communications
· To report incidents as they occur, using appropriate formats and following appropriate procedures
· To work co-operatively as part of a team
· To communicate with colleagues, centre users and professionals in a calm, friendly and efficient manner
· To assist in supervising and monitoring other adults working in the setting alongside the Senior Leadership Team
· To foster good working relationships with centre users and professionals
PROFESSIONAL APPROACH
· To be friendly, approachable and welcoming to all those accessing the centre
· To be an excellent role model for children, parents and other staff, displaying positive and professional attitudes
· To improve own knowledge and practice and keep up to date with current developments in curricula, legislation and initiatives that affect our role and the centre purpose
· To be organised and manage own workload
· To be punctual, reliable and flexible
· To be calm, efficient and demonstrate steadiness under pressure
· To use own initiative and respond to situations as they arise, following the centres policies and ethos

· To be motivated and complete tasks efficiently and in a timely manner

This job description may be reviewed at any time in consultation with you but will, in any case, be reviewed annually
Signed: …………………………………………….
Date: ………………

                 Postholder

Signed: ……………………………………………..
Date: ………………

