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Thames Primary Academy & Nursery

	JOB TITLE
	Nursery Assistant

	JOB PURPOSE
	To assist nursery staff, as part of a professional team, in working with children on their education and social development and provide a high quality of care.

	RESPONSIBLE TO
	Nursery Room Leader and Nursery Manager

	LIAISING WITH
	Headteacher, senior leadership team, teachers and support staff, LA representatives, external agencies and parents.

	HOURS OF WORK
	17-21 hours p/w (term time plus one week)

	GRADE OF POST
	NJC 5 - 6

	DISCLOSURE LEVEL
	Enhanced

	KNOWLEDGE, SKILLS & EXPERIENCE
	1. National Qualification at level 3 (essential)
2. Excellent communication skills	
3. Knowledge of child development and of techniques, policies and procedures for developing and leading suitable activities for early years children	
4. Evidence of outstanding practice in Early Years

	MAIN /CORE DUTIES
	· Assist in the delivery of activities enhancing children’s social and educational development.
· Assist in setting up and clearing away of displays and activities, including ensuring that the materials and equipment are safe and clean.
· Communication with early years pupils to encourage social, educational and physical development and acceptable behaviour.
· Provide assistance to children on social, welfare and health matters and provide support to other qualified staff on behaviour management of children.
· Attend to children’s personal needs.
· Exchange information with other staff, parents / carers. 
· Assist other staff with the assessment procedures to ensure children’s progress is satisfactory.
· Assist in supervising children at meal times. 
· Update children’s records.
· Resolve day to day problems in relation to learning and play activities.
· Contribute to the planning of activities for the session, day or week.
· Responsible for the support of practical learning and play activities of individuals or groups of children.
· Demonstrate own duties to new or less experienced staff.
· Have Key Worker responsibilities for particular children.
· Maintain confidentiality and adhere to safeguarding procedures.
· Ensure compliance with policies and procedures relating to child protection, health, safety, security, safeguarding and confidentiality.

	OPERATIONAL/ STRATEGIC PLANNING
	Use current legislation, research and feedback to inform practice and make adaptations as required.

	SERVICE PROVISION & DEVELOPMENT
	Deliver appropriate, high quality nursery provision which complements the Academy’s strategic objectives.

	STAFFING & STAFFING DEVELOPMENT
	Provide support for staff in specified room, responding to children’s needs.
Provide support and guidance to volunteers, trainee and newly qualified staff.
Foster teamwork with staff to ensure constructive working relationships.
Communicate professionally and effectively with all staff members.
Treat team members with equity, professionalism and respect and be proactive in supporting all team members, regardless of their need, to have high expectations for all.
Listen and act upon views of team members to deliver excellent service and high quality provision for all.
Celebrate successes of team members - both work related achievements and life events.

	QUALITY ASSURANCE

	Participate in monitoring and evaluating nursery provision in line with agreed procedures.
Make planning available for monitoring purposes to ensure children’s needs are met through the plans.
Take an active part in analysis and interpretation of relevant data, research and inspection evidence to inform policy and practice and support improvement where necessary.

	MANAGEMENT INFORMATION AND ADMINISTRATION
	Record accurate and up-to-date information concerning nursery children.
When required, produce appropriate and timely reports for the various audiences, eg Nursery Manager, Governing Body, external agencies. 

	COMMUNICATIONS
	Develop and maintain effective partnerships with parents/carers to promote learning and provide information.
Ensure that all communications demonstrate the values of the Academy and Nursery.
Attend meetings related to children’s needs as required.
Contribute to the development of effective links with the community.
Contribute to effective systems of communications.

	MARKETING & LIAISON
	Take part in liaison events such as parent’s evening, review days and link events with partner nurseries and schools.
Attend meetings and functions as required to support the delivery of the role, ensuring the values of the Academy and nursery. 

	MANAGEMENT OF RESOURCES (OTHER THAN PEOPLE)
	Maintain existing resources and explore opportunities to develop or incorporate new resources from sources inside and outside the Academy and nursery.


	CORPORATE RESPONSIBILITY
	Play a full part in the life of the Academy and nursery community, supporting its distinctive mission and encouraging staff and children to follow this example.
Promote actively the Academy’s corporate policies.
Comply with the Academy’s health and safety policy and undertake risk assessments as appropriate.

	OTHER SPECIFIC RESPONSIBILITIES
	Contribute to the overall ethos, work and aims of the Academy and nursery
Carry out all duties in the most effective, efficient and economic manner
Continue personal and professional development
Participate fully with arrangements made in accordance with the Nursery’s Appraisal Policy
Perform any other reasonable duties as requested by the Academy.

	GENERAL STATEMENT
	This job description sets out the main duties and responsibilities of this post at the time of writing. It cannot be read as an exhaustive list.  However, following consultation with you, it may be changed to reflect or anticipate changes in the job, commensurate with the grade and job title subject to Headteacher’s approval.

	SAFEGUARDING
	The Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and individually take responsibility for doing so.




SIGNED…………………………………………………………………..


DATE………………………………………………………………………
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