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Job Description.  

Deputy Manager 

 

The Deputy Manager (DM) is a vital member of the Nursery and School community and in the 

absence of the Head, is responsible for the leadership of Bertie’s. It is a position of significant 

responsibility and accountability. 

 

The Deputy Head of Bertie’s 

The Downs School strives to employ outstanding EYFS practitioners as ultimately they 

determine the success of the children and the Nursery. The DM will also take a lead role in 

safeguarding and in doing so they must ensure the safety of the children. As a leader within the 

community the DM must be an outstanding role model whose behaviour and conduct will 

promote the highest standards of professionalism and commitment. They will have the moral 

fibre to stand for what is good and right in the community; they will demonstrate the School’s 

values. They will afford all the children genuine care and respect and in doing so will be 

approachable to all and prove astute, sensitive listeners. They will model grace and humility, 

kindness and diplomacy, integrity and honesty. Essentially the DM will fully embrace the service 

philosophy of the School, one of genuine, superior, excellent customer care. It is a demanding 

but very fulfilling role. 

 

With the Manager of Bertie’s, the DM will lead and manage the general routine of the Nursery 

School. They will also aspire to establishing extremely high standards of behaviour amongst the 

children whilst preserving their unusual spirit and enthusiasm for Nursery. They will 

demonstrate genuine care for all the children and in doing so offer wise counsel. At all times 

they will harbour high expectations, prove excellent EYFS practitioners and embrace good 

humour. 

Whilst it is impossible to list the exact roles of the Deputy Manager, the following points provide 

a reasonable outline. 
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Job Description 
 
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. 
 

 

Summary of the 

role: 

 

 

Deputy Manager (DM) 

Member of the Nursery Leadership Team (NLT) 

Deputy Designated Safeguarding Lead (DDSL) 

 

 

Line 

management to 

 

The Nursery Manager 

 

 

Line 

management 

responsibility 

for: 

 

 All aspects of the Nursery in the Head’s absence. 

 All the Nursery staff. 

  

Safeguarding 

The DM is a Deputy Designated Safeguarding Lead (DDSL) for the 
Nursery.  They will have the additional knowledge of paediatric 
aspects of the role.  Appendix One provides extensive details of this 
role. 
The safeguarding of children is an essential responsibility of all staff at 
the Nursery.  It is expected that all members of staff will unreservedly 
promote and safeguard the welfare of children and young persons for 
whom they are responsible and with whom they come into contact. 
You should:   

 Be familiar with and understand the processes and policies of 
safeguarding at The Downs School and Bertie’s Nursery School.  

 Adhere to the Child Protection and Safeguarding Policy and 
procedures that include Whistle Blowing. 

 Be a Deputy Lead in the safeguarding of children. In doing so to 
work closely with the Designated Safeguard Lead (DSL) and the 
Local Education Authority (LEA). 

 Assist with staff recruitment within the expectations of the Safer 
Recruitment Policy. 

 

Management of 

Sales and 

Admissions 

The successful recruitment of customers is vital to the success of the 
business that is Bertie’s.  The promotion of the Nursery to interested 
parties, is therefore of utmost importance.  As DM you are expected 
to: 

 Sell the benefit of the Nursery to potential customers by telephone 
and in person. 

 Have a strong working understanding of the Nursery’s software 
Connect Child Care in order to identify vacancies and related 
staffing issues. 

 Welcome prospective parents and carefully inform them of the 
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values of the Nursery and the advantages of joining. 

 With the Nursery Manager and in liaison with the Registrar and 
Marketing Officer, to develop effective marketing strategies. 
 

Customer Care 

The Nursery is judged by the quality of service provided and as such 
excellent customer care is vital. This does not mean attending to 
everyone’s needs but ensuring effective communication, listening and 
acting in line with the Nursery’s values: 
The DM is expected to: 

 Be the face of Bertie’s and in being so to develop parents and 
colleagues into advocates by meeting and greeting, information 
sharing and random acts of kindness 

 Assist or take the lead in preparing regular communications within 
the community in various formats to advise of upcoming events etc. 

 Pre-empt the concern of parents by timely communication 

 Receive parents to listen and act on their concerns 

 Support colleagues in discussions with parents and in their general 
performance. They work hard and deserve credit wherever 
possible. 

 Present Bertie’s as a clean, tidy, attractive learning environment 

 Manage excellent retention amongst customers by “going the extra 
mile”. 
 

Operational & 

Financial 

Management 

Work closely with the Nursery Manager and the central administration 
team at The Downs to provide financial, marketing, HR and 
registration support. 

 Ensure accurate attendance (and extra activity) records are kept 
on Connect Childcare 

 Ensure the cleanliness and tidiness, temperature and ambience of 
the Nursery rooms, and regulate as appropriate. 

 Use effective communication within the community, for example 
letters, newssheets, twitter and a selective use of social media for 
parents to view. 

 Maintain an effective daily routine in the Nursery, including 
registering children, recording extra sessions and recording 
catering numbers by use of Connect Child Care (MIS). 

 Work with the Nursery Manager to manage the Administrator and 
ensure that Connect Child Care is continually updated in terms of 
pupil details and numbers, staff attendance and allocation.  An 
enquiring mind to fully understand the MIS is essential. 

 Assist the Nursery Manager in managing the Nursery within 
budget. 
 

Management of 

EYFS 

The DM, in association with the Nursery Manager, will be key in 
ensuring the effective delivery of the EYFS curriculum.  They will be 
expected to: 

 Contribute to developing, implementing and realisation of the 
Nursery Development Plan and Ofsted Evaluation Forms.  

 Initiate and support the planning, development, monitoring and 
evaluation requirements together with the Head of Bertie’s, 
ensuring that the children’s learning and developmental needs are 
met 

 Contribute to excellent provision by acting as Key Worker to 
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allocated children, undertaking assessments and reviews and 
developing childcare plans as required 

 Ensure the Nursery follows the EYFS requirements 

 Lead by example and support all colleagues in the continuous 
preparation for Ofsted inspection and in upholding the highest 
standards 

 Ensure effective assessment of children’s ability to determine 
targets for progress by recording and sharing on Connect 
Childcare   

 Work with the Nursery Manager in the monitoring and evaluation of 
practice in the Nursery by informal guidance and formal appraisal 
of staff performance 

 Ensure good communication between the Head of Learning 
Support at The Downs School and Bertie’s 

 Lead in the planning of activities, displays and materials on a daily, 
weekly or monthly basis  

 Ensure that the Nursery is exceptionally well resourced; to 
contribute to the ordering and maintaining of resources and 
equipment, within agreed budget. 
 

Management of 

Behaviour 

At The Downs and Bertie’s Nursery we seek for and value, excellent 
manners and civilised behaviour.  The DM will contribute to the 
success of this by: 

 Leading pastoral care and the well-being of children 

 Managing the excellent behaviour and discipline of children in 
liaison with staff 

 Effectively to recording and reporting ‘specific’ incidents of 
behaviour and discipline, they being used to identify trends. This 
should include positive behaviour.  

 Counsel and guide colleagues in their management of children’s 
behaviour 

 Speak to parents in the case that the school requires their support 
in the behavioural management of their child 

 Advise the Nursery Manager of any significant issues in regard to 
pupil behaviour 

 Support colleagues taking ownership of specific behavioural 
management. 
 

Management of 

Staff:Child Ratios 

 

 Work with the School’s HR to ensure staff recruitment is in line with 
Nursery requirements and ratios by forward analysis on Connect 
Childcare. 

 Work with the Nursery Manager to ensure effective deployment of 
staff throughout the day, by way of staff rotas and the supply of 
bank staff to cover where applicable. 

 Supervise and be responsible for key workers and room leaders 

 Review staff performance by appraisal or MOT, setting clear 
targets for employees that mirror those of the Nursery 

 In consultation with HR and the Nursery Manager, identify and 
process performance, grievance and disciplinary matters in 
accordance with procedure  

 Communicate regularly with the staff team through meetings and 
training sessions providing constructive and supportive feedback to 
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all staff. 

 Oversee staff annual leave requests to ensure staffing 
requirements are met and fairness deployed. 

 Monitor the requirements of the apprenticeship scheme. 
 

Management of 

Health and Safety 

Work with the Nursery Manager, Facilities Manager and H&S 
Committee to ensure that the physical environment of the Nursery is 
maintained to comply with the requirements of the Health & Safety at 
Work Act. 

 Ensure that daily Health & Safety checks are carried out indoors 
and outdoors as appropriate – equipment, play areas etc. 

 Ensure that equipment and resources used are of suitable design 
and condition, well maintained and conform to safety standards. 

 Have clear knowledge of procedures to be followed in case of 
emergency e.g. Fire, and accident, completing and submitting 
relevant paperwork. 

 Ensure all staff are aware of allergies within the community and 
any other medical conditions that may pose a risk. 

 Be aware of the medication administration within the Nursery, 
following the First Aid Policy and procedures, ensuring a minimum 
number of qualified staff are always on site. 

 Promote high standards of cleanliness and hygiene within the 
Nursery.  

 Carry out minor cleaning duties throughout the day following the 
Intimate Care Policy. 

 Lock up at the end of the day, ensuring that the Nursery is safely 
secured and alarmed. 
 

Management of 

Staff & 

Professional 

Development 

The performance of staff will directly reflect the standards of the 
Nursery.  The DM should work with the Nursery Manager to ensure 
staff are working to the required level. 

 Ensure colleagues understand and demonstrate the school’s 
expectations, including time management, presentation, conduct 
and behavioural management.   

 Through appraisal, MOT and observation, to identify individual and 
Nursery development needs ensuring these needs are met through 
appropriate training. 

 Provide information to staff on training and learning opportunities to 
all staff and evaluate effectiveness.   

 Ensure that trainee staff receive relevant experience to enable 
learning objectives to be met and that they are assessed and 
evaluated accordingly. 

 Regularly offer supervisory meetings to understand staff concerns 
and advise of progress.   

 Communicate expectations through regular individual or group 
meetings.   

 Assist in the leadership of inset training.  
 

Committee 

Membership 

By invitation : 

 Nursery Committee 
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Meetings 

To attend : 

 Inset days 

 Bertie’s Leadership Meetings 

 

You may also be required to undertake such other comparable duties as the Head requires 
from time to time.  

 

 

Details of package: 

Term of contract : Permanent 

Qualification : Level 3 (or above) qualified with a minimum of 2 years’ experience with a 
generous salary available.   

Normal hours of work : 42.5 hours per week including an unpaid half hour break each day 

Pension : Minimum statutory auto enrolment with the Peoples Pension. 

Annual leave : Five weeks’ paid leave in addition to public holidays.  The Christmas/New 
Year closure period must be taken as part of annual entitlement. 

Probationary period : Minimum three months with the option to extend to six months after 
consultation. 
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Person Specification 

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. 

 

 

Essential 

These are qualities without which the 
Applicant could not be appointed 

Desirable 

These are extra qualities which can be 
used to choose between applicants who 

meet all of the essential criteria 

Method of  
assessment 

Qualifications 

The professional, technical or 
academic qualifications that the 
Applicant must have to undertake 
the role or the training that they 
must have received 

 A full and relevant level 3 or above 
qualification in Early Years Care or 
an appropriate Education 
qualification  

 DBS disclosure certificate 

The professional, technical or 
academic qualifications that the 
Applicant would ideally have to 
undertake the role or the training 
that they should ideally have 
received 

 A degree in education specialising 
in EYFS 

 First Aid Paediatric training 
 
 

Production of 
the Applicant’s 
certificates 

Experience: 

The categories of work or 
organisations, types of achievements 
and activities that would be likely to 
predict success in the role. 

 

 Considerable experience in direct 
work with children in an Early 
Years Education and/ or Play 
setting 

 An ability to provide a high quality, 
integrated early education and 
childcare service which complies 
with the Early Years Foundation 
Stage 

 Experience of planning activities in 
a childcare setting 

 Experience of working in 
partnership with parents and carers 

 Experience of supervising staff or 
leading a team, including 
disciplining staff  
 

 

The categories of work or 
organisations, types of 
achievements and activities that 
would be likely to contribute to 
success in the role. 

 Management of a Nursery or 
EYFS setting 

 Experience of the planning and 
implementation of Birth to Three 
Matters and Early Years 
Foundation Stage Curriculum 

 Flexibility and competence in 
dealing with challenging situations 
 

 

Contents of the 
Application 
Form 
 
Interview 
 
Professional 
references 

Skills 

The skills required by the Applicant 
to perform effectively in the role. 

 Excellent interpersonal & customer 
care skills 

 Effective management skills 

 Ability to work closely with children  
 

 

The skills that would enable the 
Applicant to perform effectively in 
the role. 

 Experience of producing staff 
rotas. 

 Report writing skills  

 IT skills 
 

Contents of the 
Application 
Form 
 
Interview 
 
Professional 
references 
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Knowledge 

The knowledge required by the 
Applicant to perform effectively in the 
role. 
 

 A sound knowledge and 
understanding of Child 
Development, and the needs of 
children in a child care setting 

 Compliance and regulation in a 
Nursery setting 

 Knowledge of Safeguarding  
policy and procedures 

 A sound knowledge of the EYFS 

 Understanding and awareness 
of OFSTED requirements 
 

The knowledge that would enable 
the Applicant to perform effectively 
in the role 
. 

 Knowledge of working in a 
nursey setting and 
reception class setting 

 Commitment to personal 
and professional 
development  

Contents of the 
Application 
Form 
 
Interview 
 
Professional 
references 

Personal 
competencies 
and qualities 

The personal qualities that the 
Applicant requires to perform 
effectively in the role and to ensure 
that the Applicant safeguards and 
promotes the welfare of children and 
young people 

 The ability to form and maintain 
appropriate relationships and 
personal boundaries with young 
children 

  Kindness and caring nature 

 Ability to build warm and positive 
relationship with children and their 
families and help to create a happy 
and welcoming Nursery setting 

 
 

The personal qualities that would 
assist the Applicant to perform 
effectively in the role.  
 

 A positive mind-set 

 Emotional resilience  

 Humour and good cheer 

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

 

Contents of the 
Application 
Form 
 
Interview 
 
Professional 
references 

 

MAG/HLW/EMM 
12.11.19 

 

 


