BRIGHTON & HOVE CITY COUNCIL

TARNERLAND NURSERY SCHOOL
JOB DESCRIPTION
JOB TITLE:                        Nursery Assistant (Non Key Worker)
GRADE:                             NJC Scale 2
REPORTS TO:                   Headteacher / Nursery Manager
 
Please note; this is a National Generic Job Description. It describes the level of responsibility that you will be required to undertake. Within this role you will be required to carry out the majority of the tasks listed, and your line manager will advise you of those that are not applicable. 

PURPOSE OF JOB

To work under the instruction of senior staff to assist in the preparation and delivery of education and care for the children in the nursery, some of whom may have special educational needs
PRINCIPAL ACCOUNTABILITIES

· Assist children with personal care, including changing nappies, assisting with toileting and other associated welfare duties.

· Supervise and support children ensuring their safety and access to learning.
· Establish good relationships with children, acting as a role model, being aware of and responding appropriately to individual needs.
· Promote the inclusion and acceptance of all children.
· Encourage children to interact with others and engage in activities.
· To actively promote positive behaviour and to deal with inappropriate behaviour in accordance with the behaviour policy procedures, where necessary to report difficulties to senior staff. 
· To liaise with parents/carers, when necessary.

· Encourage children to act independently as appropriate.
· To prepare and serve healthy food for children attending and have knowledge of individual children’s special needs and requirements (e.g. food allergies) to ensure that they receive appropriate support during the session.
· Carry out ongoing cleaning of the nursery

· To help set up and assist with delivering the session’s activities and to use equipment associated with activities safely and responsibly.

· Be aware of children’s stage of development and report to the teacher/Key Person as agreed.
· Undertake child record keeping as requested.
· Gather / report information from / to parents / carers as directed.
· Provide clerical / admin support, e.g. photocopying, filing, reception cover etc.
GENERAL

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference ensuring all children have equal access to opportunities to learn and develop.
· Contribute to the overall ethos / work / aims of the nursery.
· Appreciate and support the role of other professionals.
· Attend relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

POST TITLE:

Nursery Assistant (Non – Key Person)
	
	ESSENTIAL CRITERIA

	Job Related Education and Qualifications and Knowledge
	· Good understanding of the needs of young children

· Basic understanding of child development and child centred approach to early years education.

· Basic understanding of legislation and policies relevant to children under 5 years.

	Skills/Abilities


	· Ability to communicate with and listen to a wide range of people

· Possess a warm and positive approach to children

· Ability to develop good working relationships with parents and other service providers

· Ability and flexibility to cope with changing needs and demands

· Ability to organise activities

· Ability to work to time constraints

· Work constructively as part of a team, understanding roles and responsibilities and your own position within these

	Equalities 
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s / School’s Equalities Policy.


