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“Empowering our children, parents and staff to achieve”

Candidate Information Pack Aug 2023 
Nursery Manager



Dear Applicant,

Thank you for taking the time to learn more about this role. We are delighted that you are 

applying to join our team as a nursery manager.  

We are looking for a caring, supportive nursery manager with a passion for under fives 

which we know is the most critical stage in a child’s development. He, she or they will sup-

port and join our current team of staff to help achieve the best for our children.  

Little Angels was originally established as a single setting childcare provider, the first of its 

kind in Cramlington, in September 1999 by Debbie and Ian Wylie when they were unable 

to find suitable childcare for their own son. The company has always been forward-looking, 

keen to provide the best care for children and the best training and support for staff.  

The company now operates five sites, covering three local authorities as it has expanded 

opportunistically in response to a range of different situations. It won the tender for the 

Fenham setting in 2003; it entered Bedlington when parents asked Little Angels to take on 

a setting that had just gone into administration; it won a tender for childcare at Cramlington 

Village Primary School; and it was similarly successful in tendering for out-of-school club 

provision at Amberley Primary in Killingworth. In 2011 it was successful in applying for the 

very first North East primary free school, a school which was not part of the group but 

which took the Little Angels ethos into the primary age phase in a government funded 

school as part of the Free School Agenda. 

We are registered for around 380 children across all sites, and the company has devel-

oped a well respected presence in the local communities that it serves. More than 20 

years since its inception, Little Angels still seeks to provide the care and education that 

parents want and need as well as the personal touch and attentive feedback to families 

that help cement their trust and connection with the staff who care for their children. These 

qualities are the foundation on which Little Angels is built, and they embody the care that it 

offers. 

We are now looking for a nursery manager initially to work at Little Angels at our site based 

at Cramlington Village Primary School in Northumberland. 

All our nursery managers are expected to successfully uphold and achieve the absolute 

best standards and outcomes for our children, families, and staff. 
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You will be passionate about having an impact and making a difference to the lives of chil-

dren, whether from vulnerable or privileged backgrounds. You will love spending time with 

children and take pride in seeing them achieve. Most importantly in this role you will impact 

all the children in the setting, by inspiring the staff team to deliver the best, occasionally 

modelling your skilled practice with the children. Regular daily contact with staff and chil-

dren will allow you to see your reach across the setting, with happy staff caring and edu-

cating happy children. It's a job like no other and brings fulfilment every day as a reminder 

of why it's such a valued, varied and vital role in our communities 

What do I need to do if I want to apply?
Please read through the person specification and job description, and if you feel you meet 

the essential criteria, complete your application and return it to the email address here:  

office@littleangels.info 

 

The closing date for all applications is midday on Friday 8th September 2023 and success-

ful candidates will be contacted for a selection event on Wednesday 13th September 2023 

and interviews on Saturday the 16th September in the morning. Please note that while we 

try to accommodate exceptional circumstances, these dates are non-negotiable to ensure 

we are fair and inclusive. 

We look forward to receiving your application, 

Deborah Wylie 
Chief Executive Officer  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Nursery Manager Job Description

The job description below is neither definitive nor exhaustive. However, it should provide a 
clear indication of what is involved in the role of area manager at Little Angels. The com-
pany reserves the right to change or amend the description as the need arises. 

Scope of Position 

1. To ensure that all children attending the setting are kept safe and receive rich and 
stimulating play experiences appropriate to their age and stage of development. 

2. To recruit, support, train and appraise all staff to ensure high quality childcare practice 
and to develop staff teams and individual practitioners 

3. To effectively manage the day-to-day running of the nursery including financial opera-
tions. 
To ensure all legislation in relation to regulatory bodies, inclusion, safeguarding and 

Post title Nursery Manager

Salary range £27,000 - £35,000 FTE depending upon experience and qualifica-

tions

Location Northumberland and Newcastle upon Tyne

Hours 40 hours per week

Holidays FTE 28 days paid holiday (includes bank holidays.) An unpaid holi-

day scheme is provided for long service after two years rising to 33 

days a year.

Other benefits 100% discounted childcare

Health and wellbeing package

Start date As soon as possible from September 2023

Responsible to Area Manager

Job Purpose To support the Area Manager to ensure that all settings are deliv-
ering childcare and education within the Little Angels ethos and 
legal requirements of the Early Years Foundation Stage.

Safeguarding Please note that Little Angels is committed to safeguarding chil-

dren and all roles are subject to at least two satisfactory references 

and appropriate DBS checks (previously known as CRB check).
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health and safety is complied with and that company policies and procedures are ad-
hered to and implemented. 

Responsible To: 
Director / Area Manager / Business Manager 

Childcare and Education 

1. Promote high standards of quality within the nursery regarding the environment and 
resources for children, experiences offered to children and planning and record keep-
ing. 

2. Lead in the implementation of the relevant curriculum. 
3. Promote and facilitate partnership with parents/carers and other family members. 
4. Support the development of good practice with regard to supporting inclusion through-

out all settings. 
5. Ensure that children are kept safe and that staff understand, and when necessary fol-

low, Safeguarding Procedures. 
6. Oversee the nutritional needs of the children and that Food Safety Regulations are 

complied with. 
7. Promote and facilitate multi-agency working with area SENCOs, advisory teachers, 

health professionals and Local Authority programmes. Comply with the statutory 
framework set out by the relevant Regulatory Body and relevant legislation including 
the Children Act 1989 and 2004 and company policies and procedures at all times. 

8. Establish, develop and maintain highly professional working relationships with relevant 
Local Authority Departments, regulatory bodies and other agencies. 

9. Remain abreast of current developments in childcare and education policy and prac-
tice. 

10.Ensure that staff are following the key person procedures in line with company policy 
and  The Curriculum. 

 
Health and Safety 

1. Undertake a shared responsibility for health, safety and cleanliness throughout the 
nursery. 

2. Ensure the general cleanliness of the children at all times. 
3. Adhere to all Health and Safety policies and procedures. 
4. Be fully aware of all emergency and security procedures e.g. fire precautions, security, 

dropping off and collection of children. 
5. Ensure the highest standard of hygiene and cleanliness in the bedding and nappy 

changing area and food surface areas. 
6. Be responsible for first aid in the setting. 
7. Implement Health and Safety policies within the nursery with support from the Area 

Manager. 
8. Audit, evaluate and manage risk and ensure that any actions given by the Area Man-

ager are passed to staff and implemented immediately. 
9. Be responsible for ensuring the nursery remains compliant with regards to suitably 

trained staff with relevant first aid qualifications. 
10.To hold keys to the setting and regularly open and close the building, leaving it safe 

and secure. 
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Operational 

1. Promote the nursery to current parents and potential customers. 
2. Ensure accurate reporting with regards to marketing, occupancy and quality and stan-

dards. 
3. Facilitate inspections by regulatory bodies and implement any recommendations. 
 
Financial 

1. Maintain accurate accounts for the nursery and produce management information as 
required. 

2. Ensure the accuracy of Staff Roster and payroll administration. 
Monitor staff costs with regard to budget projections. 

3. Monitor and report petty cash and be responsible for the collection and recording and 
banking of fees. 

 
Staff 

1. Carry out the recruitment of, and induction procedure for all new staff. 
2. Maintain accurate staff records. 
3. Support and supervise all staff with their day to day duties. 
4. Oversee appraisals, probation reviews and hold annual appraisals with all staff in ac-

cordance with company policy. 
5. Identify training needs, develop a training plan and evaluate training undertaken by 

staff. 
6. Support Personal Development Plans 
7. Work in consultation with Area Manager in Disciplinary and Grievance investigations 

and meetings with regard to staff. 
8. Be responsible for participating in all self-development activities including appraisals, 6 

week chats, observations etc 
9. To coordinate and attend ALL out of working hours activities, e.g. training, monthly staff 

meetings manager meetings, parent’s evenings, summer fayre, Christmas party, etc. 
10.Communication 
11. Develop and promote parental partnership and involvement. 
12.Ensure good communication between all users of the nursery. 
13.Establish and maintain communication links with outside agencies. 
14.Coordinate/ lead regular staff meetings, planning meetings and parents meetings and 

other events including organising agendas and minutes. 
15.Market and advertise Little Angels Fun Club and Nursery as necessary to ensure the 

nurseries runs to their full capacity. 
16.General 
17.Be responsible for all administrative duties associated with the management of the fa-

cility, such as, maintaining records on children and families, ordering equipment, main-
taining inventories and keeping personnel records. 

18.Ensure all computer systems are up to date and inline with company policies and pro-
cedures including staff rotas, Famly, Planday and other software. 

19.Adhere to all company policies and procedures. 
20.Ensure the company’s policies on diversity and equal opportunities are adhered to. 
21.Undertake any other duties as reasonably requested by line management. 
22.Create and maintain a culture of self evaluation and reflective practise throughout the 

nurseries. 
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23.At all times the Manager must display a high level of enthusiasm, loyalty and motivation 
adhering to the correct policies and ethos of Little Angels. They must promote equal 
opportunities for all. They must at all times promote the good name of Little Angels. 
They must ensure their appearance is neat and tidy at all times, is appropriate for their 
status and that they abide by the correct dress code. They must be a role model of 
good practice. 

24.The duties and responsibilities in this job description are not exhaustive or restrictive, 
changes and other duties relevant to this post may be added. This job description may 
be reviewed in the future. 

25.This job description works alongside those of all other personnel.  The manager’s re-
sponsibility is to ensure that the staff team are working to their full potential. 
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Person Specification – Nursery Manager

Attributes Criteria 
No.

Criteria How 
Identified

Rank

Relevant 
Knowledge 
and 
Experience

1. 

2.

3.

4.

5.

6.

7. 

8.

9.

At least 2 years senior 
leadership experience 
Evidence of successful 
leadership skills
Excellent knowledge of 
the EYFS
Knowledge of legislation 
relevant to Early Years 
such as EYFS, SEND, 
safeguarding children, 
Childcare Act 2006
Experience working with 
children aged 0–5 years
Knowledge of Child 
Development
Experience of working in 
partnership with parents 
and other professionals
Experience in providing 
high quality enabling 
environments for children 
0-5 years
Experience in an ‘Out of 
school’ setting

Application

Application/
Interview
Application/
Interview
Application/
Interview

Application/
Interview
Application/
Interview
Application/
interview

Application/
interview

Application/
interview

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Desirable

Education 
and Training

10. 

11.

12.

13. 

14.

15.
16. 

17.

Relevant and recognised 
Early Years Degree
Early Years Management 
qualification
Qualified Teacher Status 
or EYP
Recognised Level 6 Early 
Years Qualification, QTS 
or EYP
Recent Paediatric First 
Aid qualification
Basic Food Hygiene 
Certificate and other 
related training
Willingness to continue 
with professional 
development

Application 

Application

Application

Application/
Interview

Application/
Interview
Application/
Interview

Application/
Interview

Essential 

Desirable

Desirable

Essential

Desirable

Desirable

Essential
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Skills and 
Abilities

18.

19.

20.

21.
22.

23.

24. 

25.

Excellent all round 
communication skills
To be able to 
demonstrate the ability to 
work independently and 
as part of a team
Keep up to date with 
developments in the 
sector and be able to 
read and disseminate 
new legislation 
Computer literate
Good organisational/time 
management skills
Ability to remain 
professional at all times
Ability to write reports 
and show good 
presentation skills
Able to demonstrate 
creative ability

Interview 

Interview

Interview

Interview
Interview

Application/
Interview
Interview
Application/ 

Interview

Essential

Essential

Essential

Essential
Essential

Essential

Essential

Essential

Additional 
Factors

26.

27.

28.
29.

30. 

31.

Understanding of Equal 
Opportunities
Awareness of Health and 
Safety and practical 
hygiene issues
Honesty and integrity
Clear understanding of 
the importance of 
confidentiality
Ability, flexibility and 
willingness to be 
adaptable and take on 
other responsibilities or 
duties as deemed 
necessary
Full drivers licence and 
transport

Interview 

Interview

Interview
Interview 

Interview

Application

Essential 

Essential

Essential
Essential

Essential 

Essential
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