EXAMPLE
Nursery Manager 
Job Title
Nursery Manager
Reports To
Owner / Management Committee / Governing Body (as applicable)
Responsible For
· Deputy Nursery Manager
· Room Leaders
· Early Years Practitioners
· Apprentices
· Students
· Volunteers
· Administrative Staff (where applicable)
· Catering, Domestic and Cleaning Staff (where applicable)

Job Purpose
To provide strategic leadership and operational management of the nursery, ensuring the delivery of outstanding early years education and care for children from birth to five years. The Nursery Manager will ensure compliance with all statutory requirements, safeguarding responsibilities, and regulatory frameworks while promoting positive outcomes for children and families.
The postholder will create and maintain a safe, inclusive, nurturing, and stimulating environment where every child is supported to thrive; every family feels valued, and staff are empowered to achieve excellence in practice.

Key Responsibilities
Leadership and Management
· Provide effective leadership, vision, and management of the nursery's daily operations.
· Champion a culture of inclusion, ensuring all children, families, and staff feel respected, valued, and supported.
· Delegate responsibilities appropriately to the Deputy Nursery Manager, ensuring clear accountability, authority, and resources for delivery.
· Lead, motivate, and inspire staff to achieve high standards of professional practice and service delivery.
· Ensure the nursery remains inspection-ready and supports the achievement of high Ofsted outcomes.
· Drive continuous quality improvement across all areas of nursery provision.
· Keep informed of legislative changes, sector developments, and best practice, sharing updates with the nursery team.

Workforce Management
· Lead on the recruitment, selection, induction, supervision, probation, appraisal, performance management, retention, and professional development of staff, students, and volunteers.
· Work collaboratively with the Deputy Nursery Manager to monitor staff practice through observations, supervision meetings, coaching, mentoring, and professional development activities.
· Support workforce planning, deployment, and rota management to ensure appropriate staffing levels are maintained at all times.
· Promote staff wellbeing, engagement, and a positive workplace culture.
· Identify and address performance concerns in line with organisational policies and procedures.

Quality of Education and Care
· Support practitioners in planning, delivering, and evaluating high-quality educational experiences aligned to the Early Years Foundation Stage (EYFS).
· Promote children's learning, development, wellbeing, communication, language acquisition, independence, and school readiness.
· Work alongside staff to monitor and evaluate children's progress through effective observation, assessment, tracking, and record-keeping processes.
· Ensure learning environments are safe, stimulating, inclusive, and responsive to children's interests and developmental needs.
· Promote innovative and creative approaches that enhance learning and development outcomes.
· Foster reflective practice and continuous improvement across the nursery team.

Safeguarding and Child Protection
· Lead safeguarding practice across the nursery and ensure compliance with current safeguarding legislation, guidance, and procedures.
· Ensure all staff understand and effectively implement safeguarding, child protection, and Early Help procedures.
· Act as, or support, the Designated Safeguarding Lead (DSL) where appropriate.
· Ensure safeguarding concerns are reported, recorded, monitored, and managed in accordance with statutory requirements.
· Maintain effective partnerships with safeguarding agencies and professionals to promote children's welfare.
Special Educational Needs and Inclusion
· Support the early identification of children with emerging additional needs.
· Work closely with the SENCO, families, and external agencies to ensure appropriate interventions and support are implemented.
· Promote equality, diversity, inclusion, and anti-discriminatory practice throughout the nursery.
· Ensure all children and families are treated with dignity, fairness, and respect regardless of background or circumstance.
· Support effective transitions into, within, and beyond the nursery environment.

Partnership Working
· Develop and maintain positive relationships with parents, carers, families, and professionals.
· Promote effective communication and strong home-learning partnerships.
· Support the Deputy Nursery Manager in managing compliments, concerns, complaints, and feedback professionally and effectively.
· Conduct nursery tours for prospective families and provide information regarding the nursery curriculum, provision, and services.
· Work collaboratively with external agencies and professionals to coordinate support for children and families.

Operational and Business Management
· Manage the nursery budget and financial resources effectively to ensure sustainability and value for money.
· Oversee nursery occupancy levels, admissions processes, and place allocation procedures.
· Identify opportunities for growth, sustainability, and continuous service development.
· Ensure accurate maintenance of records using nursery management systems and organisational systems.
· Monitor key performance indicators and implement improvement plans as required.
· Lead on policy development and ensure policies and procedures remain current, compliant, and reflective of best practice.

Health, Safety and Compliance
· Ensure compliance with all relevant legislation, statutory guidance, policies, and procedures.
· Monitor and maintain health and safety standards to provide a safe environment for children, staff, and visitors.
· Oversee risk assessment processes and ensure identified risks are appropriately managed and reviewed.
· Ensure confidentiality, data protection, information governance, and record management requirements are consistently met.
· Support business continuity planning and emergency procedures as required.

Reporting and Record Keeping
· Ensure high-quality reporting and documentation to support: 
· Safeguarding processes
· Early Help interventions
· SENCO functions
· Child observations and assessments
· Multi-agency meetings and referrals
· Maintain accurate, timely, and confidential records in accordance with statutory and organisational requirements.
· Contribute to monitoring, evaluation, self-assessment, and quality improvement activities.

Person Specification
Essential Qualifications
· Minimum Level 3 Early Years qualification approved by the Department for Education (DfE).
· Paediatric First Aid qualification or willingness to obtain.
· Level 2 English and Mathematics (GCSE Grade C/4 or equivalent).
Desirable Qualifications
· Leadership and/or Management qualification.
· Designated Safeguarding Lead training.
· SENCO qualification or relevant inclusion training.

Essential Experience
· Minimum of two years' post-qualification experience working within an Early Years setting.
· Minimum of two years' experience in a leadership, supervisory, deputy manager, assistant manager, or similar management role.
· Experience managing and leading teams.
· Experience staff supervision, coaching, mentoring, and performance management.
· Experience supporting quality improvement initiatives and self-evaluation processes.
· Experience of Ofsted inspections and inspection preparation.
· Experience working with children from birth to five years within the EYFS framework.
· Experience building positive relationships with families and external professionals.

Desirable Experience
· Experience managing nursery occupancy, admissions, and business operations.
· Experience managing budgets and financial resources.
· Experience leading change management and service development initiatives.

Knowledge and Skills
· Thorough knowledge of the Early Years Foundation Stage (EYFS).
· Strong understanding of safeguarding and child protection legislation and procedures.
· Knowledge of SEND legislation and inclusive practice.
· Understanding of health and safety, data protection, confidentiality, and information governance requirements.
· Excellent leadership, communication, and interpersonal skills.
· Strong organisational, planning, and problem-solving skills.
· Ability to analyse information and make informed decisions.
· Competence in using nursery management systems and IT applications.
· Ability to lead by example and inspire high standards of practice.

Personal Attributes
· Passionate about achieving positive outcomes for children.
· Committed to inclusive and child-centred practice.
· Professional, approachable, and resilient.
· Able to build positive relationships with children, families, staff, and external partners.
· Flexible, proactive, and solution-focused.
· Committed to continuous professional development and lifelong learning.
Other Requirements
· Enhanced Disclosure and Barring Service (DBS) check.
· Satisfactory references and employment checks.
· Ability to work flexibly to meet service requirements where necessary.
Safeguarding Statement
The Nursery is committed to safeguarding and promoting the welfare of children and expects all staff, volunteers, and contractors to share this commitment. All appointments are subject to enhanced DBS clearance, satisfactory references, and safer recruitment procedures.

