Nursery Manager Vacancy
Tina’s Tots
Butcher Lane
LS26 0DB

Hours: Full Time
Salary: £30,000-£40,000
Holidays: 28
Benefits: Discounted childcare
Location: Full time at the setting

Application deadline: 31.10.25

Applications must be submitted to christina@tinastots.co.uk and contain both your CV and a supporting statement as to how you meet the requirements of the role.

Offers will be subject to references and a clear enhanced DBS check.

Job Description
· The Nursery Manager is responsible for the overall daily running of the nursery and must be present around the nursery each day. 
· The manager must ensure that children are cared for in a safe, nurturing, and stimulating environment. 
· The manager must ensure that staff are effectively managed and supported, in order to carry out their role effectively.
· The manager must ensure that the nursery remains compliant with all regulatory and organizational policies and procedures.
· The manager acts as a bridge between nursery staff, parents, and the Director, ensuring that communication flows effectively and that issues are resolved promptly. 
· The manager must act in an appropriate way to support the business and its success. 
· The manager has the authority to delegate internally, parts of the role, where deemed appropriate, however, must monitor and remain responsible for all elements. 
Key Responsibilities
Although the admin manager, SENCO, deputy manager or room leaders may take an active part in supporting these responsibilities, it still remains the responsibility of the manager to understand, oversee and communicate with the director and Ofsted, when necessary, all of the below:
Compliance & Safeguarding
The Nursery Manager must ensure that all practices and operations within the nursery comply with statutory requirements, including Ofsted regulations and the EYFS framework. Safeguarding is a fundamental responsibility, requiring the manager to act as the Designated Safeguarding Lead (DSL). This includes maintaining accurate records of safeguarding concerns, conducting and recording risk assessments, and ensuring that all policies and procedures are current and followed by staff. The manager must also promote a culture of vigilance where safeguarding is always prioritized.
Staff Management
Effective staff management is essential to the smooth running of the nursery. The manager is responsible for preparing and maintaining staff rotas, ensuring that staff-to-child ratios are consistently met. The manager must monitor staff attendance, record sickness and annual leave, and report this information to the Director so that any necessary work can be continued (Monthly directors’ report). The role also involves supporting staff development and supervision through regular supervisions (monthly), mentoring, and performance reviews, as well as addressing performance concerns, when necessary, through the creation of a development plan, see disciplinary policy. Above all, the manager must ensure that staff are suitable, motivated, supported, and work in line with the nursery employee handbook, policies and professional standards. The manager can recruit staff to benefit the business and with safeguarding and the child’s well-being at the center. The right people with the right knowledge should be in post, see safer recruitment policy. 
Childcare & Parent Liaison
The manager is responsible for ensuring that all children’s schedules are effectively planned and maintained, and that their developmental needs are met in line with EYFS requirements, see curriculum policy, the vision, learning and development policy, staff handbook. This involves working closely with the SENCO, parents, local authorities and providing regular updates on children’s progress, and addressing any concerns in a timely and professional manner, see SEND policy, GDRP policy. 2-year-old checks must be completed and provided to parents at the correct time, weekly observations must take place on each child and their learning, annual reports must be written by key workers in June and checked by the manager before sending them out to parents in July.
The manager must also ensure that registers and attendance records are up to date and that appropriate ratios are always maintained to ensure safety and compliance, see attendance policy. This includes recruitment to ensure basic room ratios and qualification ratios are adhered to, see EYFS, Safeguarding policy, Safer Recruitment Policy. The manager does not have authority to employ additional staff above these ratios and must present information to the director if wishing to reduce ratios for the needs of the children.
Operational Duties
Nursery Manager is responsible for overseeing the operational aspects of the nursery, including the management of resources, equipment, and stock, see the health and safety policy. The manager has authorization to spend up to £250 in one transaction and up to £500 in one month, with an additional £1000 a month on food for the kitchen. The role includes ensuring that health and safety standards are consistently met, carrying out weekly fire alarm testing, monthly emergency light test, organizing regular fire drills (4 per year), and maintaining accident and incident records, assessing trends as part of the whole nursery risk assessment. It is also the manager’s duty to ensure that the nursery environment is clean, secure, and welcoming for children and families, including pest control. Confidentiality and accurate record-keeping are essential aspects of this role, with all data being managed in line with data protection requirements.
Report to the Director
The Nursery Manager reports directly to the Director of the setting. In addition to escalating urgent issues as they arise, the manager is responsible for producing a Monthly Director’s Report that provides a comprehensive overview of nursery operations, number on role, staff info and support required from the director. The manager must also ensure that details of staff absences and holidays are submitted to the Director so that payroll can be accurately processed.
Financial Oversight
The manager must ensure that funding is applied for before a child starts and that all privately paid payments are received in advance of childcare provided. Tapestry must be used to track payments, create invoices and send payment reminders. 
