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	LONDON BOROUGH OF MERTON

Children, Schools and Families DEPARTMENT

JOB DESCRIPTION




	POST TITLE:  Early Years Educator

Grade:  ME 4/5

DIVISION/SECTION: Early Years, Childcare and Children’s Centres 
 

             Service, Garden Primary School

Location:            Ivy Gardens Children’s Centre

Responsible to:  Headteacher and Children’s Centre Manager

Date: June 2009




1. MAIN PURPOSE

· To assist the delivery of a high quality, accessible early years service (Ivy Gardens Children’s Centre, London Road) for children age 1 to 5 years in line with the Early Years Foundation Stage Framework.

· To assist with the implementation of a high quality early years provision at all times, which is evidenced through the Ofsted Inspection Framework.

· To work in partnership with parents/carers and other professionals to ensure all children reach their full potential in line with the Every Child Matters Outcomes.

2. MAIN DUTIES AND RESPONSIBILITIES

1. To work with the centre team, to actively promote and implement the centre’s vision, with a clear focus on children’s achievement.

2. To work with parents and carers in all aspects of their children’s care and learning, as well as improving their involvement and that of the community in the life of the centre. 

3. To undertake key worker responsibilities when required under the guidance of the Senior Early Years Educator, to support the Assistant Early Years Educator’s ongoing training and development. 

4. To assist with aspects of day-to-day operations across the centre as appropriate under the guidance of the Senior Early Years Educator.

5. To assist with, day-to-day operations in the group room(s), including the preparation of the indoor and out door areas.

6. To work within the parameters of safe guarding children, in line with Merton childcare and safe guarding systems and procedures.

7. To support and work with staff to implement a high quality planned curriculum, in accordance with the Early Years Foundation Stage, to ensure a well-planned stimulating learning environment.

8. To assist with high quality observations, planning, assessments and evaluations, to enable both long and short term care plans to be devised and implemented; that result in positive experiences and outcomes for young children, under the guidance of the Senior Early Years Educator.

9. To work in partnership with internal and external agencies, specifically with the Multi-Agency Family Support & Outreach Team, local schools for effective transitions and other professional agencies, as appropriate.

10. To work in partnership with students and volunteers undertaking work placements.

11. To promote and embrace inclusion particularly acknowledging the needs of specific groups, e.g. children with SEN, gypsies and travellers, refugees and BME Communities.

12. To work in partnership with the Quality & Standards Team to implement the SEN Code of Practice to support children special needs. 

13. To assist with the implementation of Council policies, including Early Years, Childcare and Children’s Centres Service policies and procedures.  Ensuring up-to-date policies and procedures are implemented and to adhere to them at all times.

14. To maintain centre records as required by the Council and to ensure telephone enquiries, correspondence and visitors are dealt with appropriately.

GENERAL

1 To support the planning, monitoring and evaluation of the Early Years, Childcare and Children’s Centre Service Plan in accordance with the Choice for Parents: best start for children, a 10 year childcare strategy, the 5 outcomes of Every Child Matters, Department for Children, Schools and Families guidance and local requirements for services for children under 5 and their families.
2 To support specific service development priorities in line with the Childcare Act 2006.
3 To ensure all services are delivered within the parameters and desired outcomes for the Council’s Comprehensive Area Review (new JAR/APA).

4 To undertake all duties and interactions with employees, partner providers and customers fairly, without unlawful discrimination and with due regard to the Council’s Diversity and Equality in Employment and Service Delivery policies.
5 To carry out duties and responsibilities in accordance with the Council’s Core Values, Equal Opportunities Policy, Health and Safety Policy and all other borough and departmental policies and procedures, in particular the non-smoking policy and confidentiality in line with the Data Protection Act.
6 To brief the Senior Early Years Educator on all matters which are likely to be subject to publicity whether positive or negative.
7 To keep up to date with new developments in appropriate fields, attend training and supervision sessions and contribute to workshops, seminars and conferences.
8 To be a full member of the team and work in collaboration with all other agencies to ensure co-ordination of services and best use of resources.
9 To contribute to the development of effective teamwork establishing good communication systems, including team training and regular team meetings.
10 To maintain a working environment in which diversity is respected and responded to and equality of opportunity is promoted.
11 To ensure complaints are responded to in accordance with the Customer Complaints Procedure.
12 To use computers and other ICT in the normal performance of the duties of the post.  To be aware of the high standard of data quality expected in the Council and to maintain an accurate and full written record of activity as required by the line manager, passing records on for data recording/input within the agreed timescales.

FUNCTIONAL LINKS

· Children’s Centres and Schools (Mitcham Town)

· The Lead Team

· Operational staff

· The local community

· Voluntary sector organisations

· Statutory organisations, Bond Road Family Centre

· Health employees – health visitors, GP’s

OTHER RELEVANT MATTERS

The Officer appointed might be required to work shift patterns, some evenings and weekends. For evenings and weekends time off in lieu will be negotiated.

ME 5

As for ME 4 plus:

· NVQ Level 3

· To take responsibility for opening  and closing buildings.

· To take responsibility for high quality observations, planning, assessments and evaluations

· To manage aspects of day to day operations across the Centre as appropriate when Manager and Deputy are unavailable

	LONDON BOROUGH OF MERTON

Children, Schools and Families DEPARTMENT

PERSON SPECIFICATION




	POST TITLE:

Grade:

DIVISION/SECTION:

Location:

Responsible to:

Date:
	 Early Years Educator 

ME 4

Early Years, Childcare and Children’s Centres Service, Garden Primary School

Ivy Gardens Children’s Centre

Headteacher and Children’s Centre Manager           

June 2009


Experience / Qualifications / Skills / Knowledge:

1. The post holder must be qualified in early year’s education and/or childcare to a level at least equivalent to NVQ 2 and have a commitment to complete the NVQ 3 including Foundation Stage Practice.
2. The post holder must have excellent literacy and numeracy skills.
3. To have experience in the delivery of services for young children.

4. To have knowledge of the Childcare Act 2006, relevant Education Acts and related legislation, and implications contained therein for service delivery.

5. To have a good understanding of the SEN Code of Practice.

6. To have knowledge of child development for children aged from birth to 5 years and an awareness of the curriculum appropriate for this age group including the new Early Years Foundation Stage.

7. To have knowledge and understanding of planning, implementing and evaluating an early year’s curriculum.

8. Knowledge of child development and good childcare practice, respecting cultural differences.

9. To have a good understanding of equal opportunities legislation and commitment to equal opportunities.

10. To have a working knowledge of safeguarding and an understanding of local authority childcare and safe guarding systems and procedures.

11. To have an understanding and awareness of health and safety issues and ability to implement them within an early years setting.

12. To have an understanding of the importance of confidentiality and to be able to listen and respond appropriately with tact and diplomacy in sensitive situations.

13. To have good communication, interpersonal and organisational skills.

14. To have the ability to prioritise, plan and organise one's work within conflicting demands.

15. To have the ability to use information technology systems and equipment.

June 2009
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