BURY METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

	Post Title:                EARLY YEARS QUALITY OFFICER


	Department: CHILDREN’S SERVICES

	Establishment/Post No:


	Division/Section: 

Children’s Centres, Childcare and Early Years Services (CCCCEY)

	Post Grade:
Grade 9

	Location: 
	Post Hours:
34 HOURS PER WEEK

	Special Conditions of Service:

Occasional evening and weekend duties
Enhanceddbs disclosure required

	Purpose and Objectives of Post: 
To provide targeted support to improve new and existing childcare practice and provision.

To design and deliver high quality training and support programmes where a need has been identified. 

	Accountable to: Strategic Lead – Early Years & Early Help 


	Immediately Responsible to: Quality Outcomes Advisor

	Immediately Responsible for:


	Relationships: (Internal and External)

Bury CCCCEY

Council Departments

Members of the public

Childcare providers

DfE

Outside agencies

Other Early Years associated agencies 

	Control of Resources:
Computer hardware and software

Mobile phone if needed

Lap top computer – if needed

Palm top computer – if needed

Office equipment including all IT and electrical equipment

stationery



	Duties/Responsibilities:

1. To work with childcare providers to improve the quality of FEEE provision where intensive intervention and support needs have been identified as a result of Ofsted inspection or compliance issues.
2. To support existing and new childcare providers by giving necessary support to help deliver sustainable, affordable and high quality childcare that meets the needs of the community. 
3. To provide advice and guidance to prospective childcare providers to enable them to be ready for their Ofsted registration.

4. To identify development and training needs of childcare providers.

5. To design, deliver and signpost to high quality training in response to locally identified need and local or national priorities.
6. To facilitate childcare practitioner networks
7. To facilitate collaboration between childcare providers and other agencies to support integrated ways of working including children’s centres and extended services.

8. To work collaboratively with childcare providers and/or external agencies on specific work that supports prevention and early intervention in Bury
9. To develop and produce guidance for childcare practitioners to enable them to deliver high quality provision.

10. To research and keep abreast of current best practice in childcare and disseminate to childcare providers, and support and challenge providers in meeting their legal duties.
11. To challenge practitioners and leaders in childcare settings where poor practice has been identified or observed.

12. TO set and monitor improvement targets for childcare providers to be achieved within specific timescales and to ensure full compliance with EYFS and Ofsted’s regulatory framework.

13. TO monitor compliance with Bury Council’s FEEE contract.

14. To prepare reports to provide evidence of non-compliance with the FEEE contract, as part of the process for removal of a provider from the FEEE directory.

15. TO contribute to the implementation of key programmes of work that will improve outcomes for children in Bury.

16. To comply with the requirements of the local safeguarding (BSCB) procedures.
17. To support and advise childcare providers to enable them to comply with Bury’s safeguarding practices and procedures.

18. To liaise with Ofsted and BSCB representatives in safeguarding cases involving childcare provision.

19. To prepare reports and attend safeguarding meetings where safeguarding investigations concering childcare providers are being conducted.

20. Maintain comprehensive records of all safeguarding concerns involving childcare provision or children attending such provision.

21. To play a key role in the development, operation and implementation of the Early Years Partnership Scheme (EYPS), through the development and monitoring of systems and processes and the establishment and facilitating of practitioner networks across the borough.

22. To act as a link person and build and broker relationships between Children’s Centre staff and their local childcare partners.

23. To act as a broker between practitioners developing practice and those with high quality practice who will act as mentors.

24. To develop and set criteria and evaluate applications for the Quality Improvement Grant.

25. To comply with Bury Council’s Equality & Diversity Policy.

26. To comply with Health & Safety and other relevant Council policies and procedures.

27. To maintain confidentiality of information at all times and comply with the requirements of all legislation including Data Protection Act  and Freedom of Information Act
28. To maintain and promote the departments professional image in all dealings with individuals internal and external to the council.
29. To maintain safe working practices and keep systems, equipment, records and files in good order, including the robust and accurate recording of all correspondence with childcare providers and other professionals.
30. To ensure confidentiality at all times.
31. To carry out any such duties as required, commensurate with the grade of the post.


	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (See paragraph 203 of Supplemental Conditions of Service)
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Job Description

	METROPOLITAN BOROUGH OF BURY

Children’s Services



PERSON SPECIFICATION

Early Years Quality Officer
	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application


	Qualifications

NVQ3 Childcare & Early Years or higher or other relevant professional qualification 

	· 
	

	Application

And Interview
	Evidence of continued Professional Development in Childcare/Playwork
	(

	

	Application

And Interview
	Experience

Experience of inter agency working
	(

	

	Application

And Interview
	Substantial experience of working in an Ofsted registered provision


	(

	

	Application

And Interview
	Practical strategies to support inclusion of all children with particular emphasis on children from marginalised groups


	(
	

	Interview
	Skills

Excellent interpersonal skills
	(
	

	Interview
	Effective organisational skills and time management skills


	(
	

	Interview
	Effective skills in ICT, verbal and written communication


	(
	

	Interview
	Skilled in delivering high quality training to adults, with the ability to take account of their individual learning styles.
	(
	

	Interview
	Ability to understand and apply the Early Years Foundation Stage and an appreciation that equalities and inclusion underpins the entirety


	(
	

	Application
	Knowledge and Understanding

Good understanding of relevant legislation and statutory frameworks that impact on childcare.
	(

	

	Application

And Interview
	A good understanding of and commitment to the principles involved in improving the quality of childcare provision
	(
	

	Application

And Interview
	An understanding of the issues that impact on the sustainability of childcare provision


	
	(

	Application

And Interview
	An excellent knowledge and understanding of Child Development and the importance anti-discriminatory practice plays in this process


	(
	


The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.

Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.

1

