Oxfordshire County Council

Job Description
Title:


Special Early Years Support Worker - Grade 9
Responsible to:


Job Purpose

· To respond to, and advocate for the needs of the setting’s children, homecarers/ families, staff and local community 

· To ensure the provision of a responsive, nurturing and stimulating environment for children aged…

· To ensure the provision of an environment which promotes stable and consistent relationships between staff and individual children and their homecarers/ families

· To work in partnership with homecarers/ families, other professionals and the local community

· To develop and manage the setting in liaison with the Centre manager
Key Tasks

In liaison with the Centre Manager:

1. To develop the vision and values of the setting and promote them throughout provision and practice, in partnership with homecarers/ families, staff and the local community

2. To develop and implement the policies and procedures of the setting e.g. child protection, health and safety, confidentiality, register of children’s attendance 

3. To ensure that the setting complies with National and County Council Standards, and implements Ofsted action points

4. To ensure that individual children’s needs are met by through physical care, relationships, play and interaction

5. To ensure the provision and maintenance of a nurturing, stimulating and challenging environment both indoors and outdoors

6. To ensure that there are observations of individual children which enable staff to respond to & plan for children’s individual needs &development

7. To ensure that there is planning for individual children to celebrate and extend their interests, well being and learning

8. To ensure that appropriate record keeping is developed and maintained 

9. To ensure the selection and maintenance of appropriate resources and equipment  

10. To build on the strengths of individual staff and to lead staff in working together as a team 

11. To respect and respond to individual’s rights and to their family and community backgrounds

12. To promote equality of opportunity and inclusive practice.

13. To promote reflective practice and to monitor and evaluate the practice and provision in the setting

14. To have a commitment to personal and professional development e.g. to attend supervision, appraisal, training 

15. To co-ordinate and supervise student placements

16. To build relationships with other local services, including those in job centres, health, education and social services

17. To support and motivate staff in establishing consistent, stable relationships with individual children and their homecarers/ families 

18. To write and present reports as required 

19. To recruit, manage and support the setting’s staff, including early years support workers, domestic staff and administration staff 

20. To ensure the provision of a healthy and balanced diet for all children

21. To support staff in their personal and professional development, e.g. co-ordinating staff meetings/ supervision/ appraisal/ training 

22. To manage the setting’s admissions policy, register, and waiting list and ensure marketing and publicity for the setting. 

23. To contribute to the budgeting and sustainable financial management of the setting
24. To undertake such other duties as may reasonably be required by the Centre Manager.
Person Specification – Early Years Support Worker Grade 9

	Education and Training

	Essential

Appropriate literacy, numeracy and ICT skills

Recognised Level 3 qualification relevant to early years e.g. NNEB, NVQ 3 in early years care and education, Diploma in Pre School practice

Evidence of commitment to ongoing personal and professional development


	Desirable

Additional qualifications e.g. level 4 management, Assessor

First Aid Certificate

	Relevant Experience

	Essential

Minimum of 5 years direct experience of working across the age range of…..

Recognising and responding to the needs of children and parents/ homecarers

Supporting and extending children’s holistic development through a stimulating and challenging environment both inside and out

Forming appropriate relationships with children

Managing and supporting a small team within an early years setting

Working with other professionals and homecarers/ parents 

Observing and planning for individual children’s development and learning

Record keeping and writing reports

Working to policies, procedures and national standards 

Supporting students/ modern apprenticeships

Taking an active role in meetings


	Desirable

Responding to the needs of the local community

Managing an early years setting

Being a key worker/ key person for individual children and families

Supporting staff in personal and professional development, e.g. through staff meetings/ training

Monitoring and evaluating provision and practice

Financial management and budgeting

Recruitment and/ or handling personnel issues

Working with a setting’s admissions policy, register, waiting list, marketing and publicity



	Knowledge/ Aptitudes

	Effective written, verbal and non-verbal communication skills with both adults and children

Ability to work as part of a team, and to build on the strengths of other team members 

Ability to reflect on professional provision and practice

Ability to advocate for vision and values throughout provision and practice

Commitment to promoting equal opportunities and to provision that responds to each individual child and family

Commitment to inclusive provision and practice

Knowledge of child development across the age range

A working knowledge of the legislative framework for the provision of early years services, e.g. National Standards for Full Time Day Care, Foundation Stage for Learning, and health, safety and hygiene regulations
	An awareness and knowledge of recent developments and documents in the early years field, e.g. the Birth to three matters framework, the Green Paper ‘Every child matters’

An understanding of effective financial management

An ability to advocate for the needs of children, families and the local community




	Awareness of relevant issues, e.g. children’s rights, child protection

Ability to set boundaries for adults and children and manage their behaviour appropriately and sensitively

Ability to be pro-active in working with the parents, the local community and other professionals

Ability to solve problems and make decisions within an early years setting

The ability to be organised and flexible

Evidence of an ability to manage disagreements between differing adults involved in the service

An ability to link theoretical knowledge and professional practice – articulating a theoretical basis for practice

An ability to promote a healthy diet across the age range
	


