Pre-school Manager 
Magdalene Preschool  
Canning Road 
Croydon 
CR0 6QD 
Job Title: Preschool Manager 
Responsible to: Chair of Management Committee 
Responsible for: Preschool Staff 
Purpose of the job: To provide safe, high quality education and care for preschool children, to fulfil legal and statutory requirements; to lead and manage staff on a day to day basis; to contribute to and implement preschool policies. 
Main Duties 
· To deliver ‘Planning in the moment’ taking into account the statutory requirements from Early Years Foundation Stage curriculum.  
· Ensure staff and resources are effectively managed 
· Ensure high quality teaching and learning, that staff are properly deployed and offering appropriate stimulation and support to all the children to achieve good outcomes for children 
· Implement and supervise the daily programme of preschool activities  
· To be responsible for implementing systems of observation and record keeping so that all children’s progress and achievements are effectively and regularly assessed; to monitor the effectiveness of assessment procedures 
· To organise Key person system and effectively supervise staff on a daily basis; to organise staff supervisions and staff observation and identify training needs  
· Ensure records are properly maintained in accordance with Safeguarding requirements e.g. daily registers, accident records, behaviour records, incident records and safeguarding issues 
· Liaise closely with parents/carers encouraging involvement in the life of preschool and its curriculum, exchanging information as required   
· To be the deputy person for child protection in the preschool and work closely with the Child Protection/Safeguarding Officer and ensure any concerns in terms of children or staff are acted upon immediately and appropriately 
· Ensure preschool is a safe environment for children, staff and others, that equipment is safe, standards of hygiene are high, safety procedures are implemented at all times, fire drills are regularly practiced. 
· Ensure all staff are up to date with Early Years current thinking and understand Health and Safety and Safeguarding policies and procedures 
· Liaise with the Management Committee, PCC, Ofsted and other professionals as necessary and ensure all legal and statutory requirements are implemented; to provide written reports as required 
· To manage the preschool finances, budget, funding system and petty cash, to issue invoices 
· To be deputy SENDco and assist SEND lead 
· Contribute to and Implement all preschool policies and procedures, especially those on Safeguarding, Child Protection, GDPR, SEND 
· Attend training and meetings as required, to make sure all staff are suitable trained. 
· High new staff and vetting procedures  
· Undertake any other reasonable duties as required to ensure effective day to day running of preschool 

This is not an exhaustive list. 
You must be prepared to disclose any convictions you may have and provide a current advanced DBS  
 
Person Specification 
Essential criteria 
1. Experience of running a similar setting 
2. Cache L3 Diploma or above in preschool practice, NVQ L 3 or equivalent 
3. A satisfactory enhanced DBS check which confirms suitability to work with children 
4. Sound understanding of child development and of children’s needs 
5. Ability to plan and implement a preschool curriculum  
6. Ability to work with parents and encourage their involvement 
7. Ability to lead and manage a team of adults to deliver high standards and results 
8. Commitment to and understanding of diversity and equality 
9. Ability to manage self and work calmly under pressure 
10. Ability to communicate effectively with a range of people  
11. Demonstrate professionalism in approach to managing issues 
12. Ability to write clear reports 
13. Health clearance for the role 

 
Desirable Criteria  
A Level 4 qualification or above in Early Years education and childcare 

