
East Belfast Mission   Child Care Manager April 2017 

 

 
 
Job Title:    Childcare Manager 
Accountable to:  Head of Business Development 
Salary:     Competitive depending on experience 
Location:  Skainos Square, 239 Newtownards Road, Belfast BT4 1AF 
Hours of work:   40 hours per week 
Pension:   National Employment Savings Trust (NEST) Scheme 
Health Care: An employee health care plan is available after successful completion of 

probationary period 
Probation:   This post is subject to a 6 month probationary period           
 
Bright Sparks offers a ‘wraparound service’ for 68 children up to the age of 12 years in day care, pre-
school and afterschools settings. Our facility provides professional, structured, educational care 
within a learning stimulated environment enabling children to their full potential within a safe and 
welcoming environment.   
 
Main Purpose of Job 

1. To be responsible for the effective day to day running of the childcare facility, ensuring 
compliance with registration and legislative requirements and company policy and 
procedures.  

2. To provide effective professional leadership to meet all the day to day financial and 
operational requirements within Bright Sparks and managing occupancy to ensure maximum 
capacity.  

3. To ensure the childcare provision is of the highest quality by providing a safe, welcoming, 
stimulating and child centered environment which caters for the children’s development and 
educational needs.   

4. To lead, manage and motivate all childcare staff effectively and efficiently.  
5. To liaise closely with parents/carers to ensure high levels of involvement and customer 

satisfaction at all times. 
6. To attain and maintain the status of registered manager within the childcare setting. 

 
Main tasks    
 
Quality 

1. Ensure a positive and welcoming environment by ensuring that the resources, experiences and 
care offered to the children to promote their well-being, self-esteem and development are of a 
high standard. 

2. Ensure the daily register of children’s attendance is recorded daily and accurately.  
3. Ensure the Nursery consistently conforms to and exceeds the standards of the Belfast Health 

and Social Care Trust registration, inspection standards and other relevant standards. 
4. Ensure staff carry out regular observations and assessment of all areas of children’s 

development and keep up-to-date records which will be monitored to ensure feedback to 
parents regarding their child’s progress. 

5. Monitor and evaluate the quality of care and education and set targets for improvement and 
provide written reports to the Registered person quarterly. 
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6. Efficiently and effectively deal with any untoward incidents and complaints, agree actions to 
resolve issues and implement accordingly notifying the Head of Business and other relevant 
bodies at the appropriate point. 

7.  Ensure Bright Sparks adheres to all of the relevant Belfast Health and Social Care Trust Policies 
and procedures and EBM’s policies and procedures.  

8. Ensure that Bright Sparks consistently meets the requirements sets out in all external and 
internal inspection processes to a minimum good standard.  

9. Ensure the maintenance of accurate and high quality records, to assist with ensuring quality 
care, sharing of information within EBM, with parents, and regulatory bodies as required and for 
Quality Assurance purposes. 

10. Monitor and review the effectiveness of the Nursery’s policies and procedures and develop and 
implement new ones when required for effective service delivery. 

11. Ensure compliance with the Access NI and Early Years vetting processes. 
12. Recruit, induct, develop and motivate a well-qualified and experienced team, able to meet and 

exceed all relevant standards. 
13. Effectively manage absence, discipline, grievance, development and team welfare in compliance 

with EBM’s policies, procedures. 
14. Prepare staff rotas to ensure effective cover for the centre. 
15. Manage and monitor the financial performance of the Nursery maximising revenue, managing 

budgets and expenditure to meet the Nursery’s financial objectives. 
16. Adhere to EBM’s financial policies and procedures for cash handling, budgeting, invoicing, 

purchasing, credit control and financial reporting. 
17. Develop an internal self-evaluation/auditing system. 
18. Participate in EBM’s Strategic Planning process and ensure the Nursery’s Operational Plan is 

aligned with this and meets its aims and objectives. 
 
Communication 

1. Promote inclusion and facilitate partnership and feedback with parents, carers and other 
family members. 

2. Engage actively with other professional staff, agencies, local schools and early year’s settings. 
3. Ensure effective communication, inter and intra agency. 
4. Ensure effective internal communication and promote a positive and inclusive team working 

environment. 
5. Attend all relevant meetings, internally and externally. 
6. Promote, develop and maintain good public relations. 
7. Work effectively with other EBM departments including Finance, Human Resources, PR and 

Community as required. 
8. Ensure that all report recording complies with requirements established by Article 126 of the 

Children’s (NI) Order 1995. 
 
Health and Safety 

1. Manage and monitor the day-to-day operation of the centre in order to ensure the health and 
safety of the children, their parents, staff and any visitors. 

2. Ensure the premises, equipment and the environment (including relevant outside areas) are 
managed to a safe and high standard, ensuring they are clean, well maintained and meet the 
expected legal, regulatory requirements. 

3. Ensure that the physical environment of Bright Sparks is maintained to comply with Health 
and Safety Standards and that staff adhere to Health and Safety at Work Regulations and 
EBM’s policies and procedures. 

4. To ensure that all medication administration is recorded accurately and promptly in line with 
the Company’s medication procedure. 

5. Ensure effective risk assessments, fire drills, incident, accident, hazard reporting are up to 
date, recorded accurately and promptly and written plans identify actions to remove or 
minimise risk. 

6. Ensure the catering facilities and food meets the children’s individual dietary needs and are 
compliant with Nutrition Matters and Environmental Health Service guidance. 
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7. Be an authorised key holder for the building and centre area. 
8. To ensure the facility is properly secured and alarmed and that no unauthorised person’s 

have access to the facility. 
  
Development of self and/or others 

1. Ensure the individual needs of each child are met.  
2. Undertake training and development relevant to the post and actively participate in 

supervision/feedback sessions with Head of Department and with members of the Bright 
Sparks team. 

2. Take responsibility for own learning and actively participate in available learning 
opportunities. 

3. Identify team and individual training and development needs and plan and facilitate their 
professional development in order to further develop the service. 

5. Complete and deliver quarterly forward job plans, personal development plans and annual 
performance development reviews. 

6. Facilitate the placement, development, support and supervision of students and volunteers 
when appropriate. 

7. Where relevant, to meet and maintain professional registration requirements.  
 

 
Promotion of Bright Sparks and EBM 

1. Continue to develop the service to ensure operation of activity which recognises market 
needs. 

2. Promote and market the Nursery to ensure it maintains maximum occupancy levels. 
3. Develop and maintain the intake and enrolment of children to the service. 
4. Maintain strong links with local communities and relevant local community groups. 
5. Promote the service by establishing, developing and maintaining professional working 

relationships with relevant stakeholders e.g. local Council, Health and Social Care Trusts, 
Education Authority, Regulatory Bodies and other relevant agencies and carry out 
presentations when relevant. 

6. Show prospective service users around the Nursery, explaining EBM’s ethos and focus on 
quality service. 

7. Represent EBM at external and internal events as required e.g. attendance at occasional 
organised community, promotional and fundraising events. 
 

 Equality and  Diversity 
1. Recognise the importance of children’s and adults rights and act in accordance with 

legislation, policies and procedures. 
2. To implement and maintain the company’s equality policy ensuring that children, parents and 

staff are valued and practice is positive and non-discriminatory.  
 
The above list is not an exhaustive list of duties and you will be expected to perform other reasonable 
tasks within your capacity. 
 
Personnel Specification 
 
Essential Criteria 

 A minimum of QCF LEVEL 5 DIPLOMA Child Care, Learning and Development or Playwork or a 
relevant occupational qualification in Early Year’s Education, Social Work, Nursing, Teaching 
or Health Visiting AND a minimum of 2 years’ experience working with children aged 0-4 
years. 

 A minimum of 3 years’ experience in the management of a Children’s Day care facility within 
the ethos, implementation and legal requirement of the “Minimum Childminding and Day 
Care Standards”. 

 Ability to be successfully registered as a Fit Person. 

 Experience in leading, managing and motivating a team of 10 + staff in a Child Care setting. 
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 To be able to work with resilience in a pressurized environment. 

 Ability to relate to, understand and work with children who present challenging behaviour. 

 Knowledge of relevant childcare legislation and best practice. 

 Good financial management skills. 

 Business acumen in the growth and development of a day care setting. 

 Well organized with the ability to work autonomously with minimal close supervision and to 
manage time effectively. 

 Excellent interpersonal, communication and report writing skills. 

 Proficient in Microsoft Office particularly excel. 

 Be aware of and in agreement with the aims and ethos of East Belfast Mission.  

 Clean driving licence and use of a car for work. 
 

Desirable Criteria 

 Minimum of 5 years’ recent Child Care management experience of young children in a similar 
day care facility. 

 Up-to-date knowledge of current practice in the Early Year’s field and in child development. 

 Pediatric First Aid. 

 Designated Officer and Child Protection / Safeguarding Training. 

 Qualifications in basic food hygiene, health and safety and fire awareness. 

 A member of NISCC or other relevant body. 
 

 
Additional Notes  
 
This position gives the post holder access to children and young people and will therefore be required 
to disclose details of any criminal convictions, including spent, bound-over orders and cautions in 
accordance with the Access NI Vetting and Baring Scheme and our organisation’s Children Protection 
Policy and Procedure.  An AccessNI check will be carried out, and in applying for this position, you are 
in agreement for the organisation to carry out this necessary check 
 

East Belfast Mission is an Equal Opportunities Employer 
 
 
 


