
Job title: Setting Manager

Reporting to: Chair of Management Committee

Managing: All staff including – deputy manager, preschool, playgroup and Extended School

practitioners plus bank and admin staff

Purpose of the role

The purpose of the role is to balance the day to day management of The Wonder Years services and staff

with strategic projects that enable the settings to grow and evolve to meet future requirements.

Duties and Responsibilities

A. Strategic planning

To support the Committee with the strategic direction of the business. This includes:

● Contributing to and delivering the strategic plan for the future of the setting as agreed

with the Committee.

● Developing and delivering projects to meet the strategic plan within agreed timescales.

● Providing analysis and feedback of strategic projects to inform future strategy planning.

B. Programmes and Activity Planning

● To provide a safe and friendly environment for all children

● To coordinate the planning and preparation of exciting play opportunities that meet the

children’s developmental needs and stimulates their learning

● To ensure that children’s development is observed and assessed and accurate records of

their achievement are kept in line with EYFS requirements.

● To develop and agree with the management committee a framework of policies and

procedures that meet all relevant legislation and guidelines and support the setting.

● To ensure the setting operates within Ofsted, Children’s Act and EYFS guidelines and

standards.

● To establish and maintain positive relationships with children and their parents/carers

● To promote all activities within the organisation and to encourage parental involvement



C. Finance & Administration

● To be responsible for the day-to-day administration of all aspects of the organisation.

This includes:

o Managing and maintaining session bookings

o Maintaining session registers on the agreed and appropriate formats.

o Forecasting attendance/sufficiency data

o Sending out accurate and timely invoices to parents on a half termly basis.

o Maintaining the online banking function and conducting basic book-keeping

within QuickBooks.

o Submitting Early Years Funding Claims to City of York Council

o Ensuring up to date registration forms and other documentation are kept, and to

maintain confidentiality in that respect.

o Assisting with fundraising and grant applications

● To assist with the preparation of and then work within budgets set by the Committee.

● To regularly review and set policies that are the manager’s responsibility

D. Staff Management

● To manage all staff across all three settings on a day to day basis, including staffing

levels.

● To effectively team build and respond to individual staff needs, including carry out

annual performance management cycles and supervision meetings.

● To have a proactive approach to staff CPD requirements to move the setting forward

according to the action plan

● To keep up to date and accurate records of staff training and development.

● To hold regular staff meetings (at least one a half term) in order to raise awareness and

resolve issues as necessary.

● To be involved in out of working hours activities e.g. training, staff meetings, fund and

awareness raising activities.

● To support students/volunteers on placement.

● To assist with interviews for staff.

● To request references, check qualifications and organise DBS checks for new staff.

● To arrange induction programmes and training for all staff; the latter in accordance with

priorities from the annual action plan and working within budget constraints.

E. Reporting

● To attend committee meetings out of hours (usually one evening a month) and feedback

to staff.

● To produce a manager’s report for the Committee and other updates as required.

● To maintain close contact with a representative of the Management Committee.

● To be aware of all relevant legislation and lead on recommending changes in policy and

procedures to the Committee.



F. General

● To work within agreed policies and procedures with particular regard to health and

safety, safeguarding and equal opportunities and diversity. For example:

o Maintaining the first aid box and the accident and incident records.

o Ensuring that the environment and resources are well maintained.

o Carrying out a fire drill at least once each half term, ensure all staff are aware of

the fire drill and evacuation procedures and adequate records are kept.

● To prepare for Ofsted inspections and ensure that required recommendations are

implemented.

● To keep and implementing an annual action plan in accordance with Ofsted

recommendations.

● To maintain close working relationships within the community to include: Wigginton

Primary School, Wigginton Recreation Hall, Haxby Town Council and Wigginton Parish

Council, the Haxby & Wigginton Early Years Partnership

● To promote and maintain close liaison with parents/carers, school representatives, other

agencies and visitors.

● To carry out any other duties as required by the Committee.

Duties and responsibilities are undertaken with support from the assistant manager.


