Job Description
Pre-School Manager

Main Objective:

To manage the day to day organisation of the Pre-School Centre and to
ensure high standards of care, education, safety and well-being of children,
their families and pre-school staff.

Main Duties and Responsibilities

Early Childcare and Education

o Ensure the developmental needs of all children are met within a

framework of planned activity and early learning experiences

In conjunction with the staff team, prepare long, medium and short term
curriculum plans for the early years setting

Ensure high standards of quality assurance in all areas of the early
years curriculum

Work in partnership with the staff team and management committee in
implementing a broad, balanced and appropriate early years curriculum

Maintain all records as required by HSE

Adhere to the Child Protection Policy of the group and report any cause
for concern

Keep strictly confidential any personal information relating to the
children, their families or members of staff learned as part of the job

Encourage the active participation of all parents in the group
Organise and facilitate termly progress meetings with parents
Represent the group during the HSE inspection processes

Coordinate special events and outings




Management and Administration

o Uphold, implement and regularly review all policies and procedures of
the group in partnership with the staff team and management
committee

o Maintain all records relating to the management of the group

o Manage pre-school budget, maintain income and expenditure account,
carry out banking duties, keep petty cash record, supply a monthly
budget update for the management committee, compile end of year
account

o Order equipment and supplies when necessary with management
committee approval

o Ensure the group is adequately insured and all safety equipment is
maintained and regularly serviced (inc. fire equipment, first aid
resources)

o Actively seek, process and submit grant applications for additional
funding

o Effectively market and promote the group

o Network with appropriate statutory and voluntary agencies including
funding agencies

o Attend relevant meetings at night

o Regularly monitor and evaluate the quality of the service

o Prepare agendas and written reports for all committee/Parent meetings

o Prepare a monthly newsletter for Parents

Staff

o Ensure all staff/students/volunteers are vetted

o Facilitate regular staff meetings and curriculum planning meetings

o Offer support, advice, supervision and direction to the staff team and
promote a strong sense of teamwork

o Co-ordinate recruitment and selection procedures when necessary in

partnership with the management committee




o Carry out regular appraisal of staff performance
o Identify and support staff training requirements
o Carry out induction programmes with new staff/students/volunteers

o Encourage commitment to quality improvement through ongoing
professional development for the whole staff team

General

o From time to time Manager may be required to work unsocial hours
and/or weekends

o Co-ordinate fundraising activities on behalf of the group
o Ensure equality of opportunity for all staff, children and parents

o Lead by example, adhere to a professional code of conduct and
appropriate dress

o Ensure that high standards of hygiene and safety are maintained at all
times

o Attend any other reasonable duties relevant to the post

This sample job description is developed by DCCC as a guideline document for childcare services .It
is intended that the job description is adapted to suit each individual service. June 2009



