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The Under 5’s Project 

Job Description 
Deputy Room Leader  

Education/Experience 

Minimum NVQ Level 3 in childcare and education or equivalent.  

Plus evidence of 2 years post qualification experience.  

Aim of post 

To deliver, oversee a high-quality curriculum to a wide range of users in line with the nursery’s ethos, To 
operate the organisation in line with all relevant legislations, laws and OFSTED requirements.  

DUTIES AND RESPONSABILITES   

• The ability to participate in, and oversee as necessary, an educationally stimulating programme to 
suit both individual children and the group, which reflect their individual backgrounds and is 
supportive to the Early Years Foundation Stage  

• Ability to communicate clearly orally and in writing  
• Good I.T skills, you will need to be able to operate/download an iPad, write reports via a word 

programme. 
• To contribute to the setting planning and oversee that this is educationally stimulating and reflects 

the children’s next steps and their interests, while ensuring a broad and balanced curriculum is 
delivered. 

• To write reports and development summary’s 
• To produce written communications with parents, transition/leaving letters, newsletters, general 

info regarding your room, if necessary.  
• To contribute to organising special events/celebrations throughout the year.  
• To maintain the learning environment 
• Ability to relate easily to children, parents, and other professionals and to maintain effective 

working relationships.  



Page 2 of 3 
 

• The ability to hold individual parent meetings where appropriate, and record information from 
these.  

• Be aware of and sustain the educational, religious, cultural aesthetic and practical concerns and 
interests of the children and their families that use the project. 

• To be able to work in partnership with parents/carers and other professionals associated with the 
nursery. 

• The ability to work flexibly between the hours on 7.45am -6.15pm  
• To keep all information strictly confidential, only to be shared with the appropriate people. 
• To record & bring any concerns to the Room leaders, Managers, committee members, Ofsted, Local 

Lado/Mash. as appropriate. 
• To maintain high standards of care and hygiene, this includes taking a role within the daily cleaning 

schedule if required. 
• Change nappies when necessary. 
• An ability to prioritise your own workload. 
• To safeguard the welfare of all service users and staff, to take an active role-in safeguarding and to 

be capable and confident to liase with any necessary safeguarding professionals 
• To maintain to a high standard all requirements as set out in the statutory framework  
• To actively contribute ideas and strategies to provide the best service for our clients. 
• To steep up to room lead role in the absence of the Room Leader 

Other Requirements  

This role requires the post holder to be flexible in its delivery. Although the nursery is term time only you 
will at times be required to work during the holidays, or at evening or weekends  

As specified in your Contract you will be responsible for managing your own workload and professional 
commitments to meet the needs of the nursery.  

Knowledge/Skills/Abilities 

To promote the ethos of the nursery, and to develop and understanding of the community that the nursery 
serves. 

To have a robust knowledge of the Early Year Foundation stage and the Every Child matters five Outcomes 
and use these within your professional practice. 

To Have excellent understanding of Children’s development and needs from ages birth to 5 years. 

To be aware of the Children’s Act 1989 and current legislation policies and procedures which may affect 
practice. 

Physical ability to carry out the duties of the post, with the support of aids or adaptations if necessary, and 
where the project is able to provide these. 

Stamina, enthusiasm and commitment to the post and the staff team. 

Training 
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As an organisation, we promote continuous learning both internally through staff development and 
training, and externally through other organisations. Will we provide opportunities for you to continue 
with your professional development throughout your time at the project.   

Staff are also expected to take responsibility for addressing their own learning needs, which the project will 
support and guide as necessary. 

 

 

Team Work 

We value a great team and know the importance this brings to all; within this role you will develop and 
maintain effective working relationships with your colleagues. 

Attend and contribute to team meetings, these may be outside of normal working hours. 

Additional Information 

The project has a management committee made up of past and current parents, which may have access to 
necessary information as the Manager sees fit. 

Smoking is strictly prohibited in any area of the nursery including outside playground or near entrance to 
project during nursery sessions. 

This job description acts as a guide to the main responsibilities of the post holder.  Actual duties may vary. 

Finally, we would like to emphasize that this is a crucial post within a wonderful Non-
profit nursery.  The fast pace demands the post holder to work proactively, and with 
initiative always. 

 

 


