
AVONDALE COLLEGE EARLY CHILDHOOD EDUCATION CENTRE
Job Description:


Centre Manager
Responsible to:


Licensee
Centre Management Committee
Directly supervising:

All staff (permanent and casual)






All children






All volunteers






All visitors to the centre
Functional relationships with:
All staff, volunteers and visitors





Centre Management Committee






Ministry of Education Liaison and Review Office






Health and Fire Departments






Specialist support – E.C.D., Colleges of Education, S.E.S., 

Speech Therapists etc.

Any Training Tutors
Main Objectives
1. To ensure the professional running of the Centre and maintenance of high quality standards
2. To understand and implement Te Whaariki.
3. To implement management policies and ensure that all Statutory and Charter requirements are met.
4. To co-ordinate the daily and long term programme for the Centre, and monitor progress.
5. To provide support for staff and parents and be a good role model.
6. To maintain an attitude of flexibility.
7. To exercise responsible judgement involving decisions related to children.
	Tasks
	Expected results

	To ensure that the Centre operates a programme of Early Childhood Education and care to meet the individual needs of each child.
	Children’s individual needs are met.  Positive development of the Centre.

	To support, direct, encourage and train staff in all areas of childcare.

	Confident, knowledgeable, professional staff members.  Children’s needs are met.  Quality childcare provided.

	To assist staff in the preparation and organisation of materials and activities so that children are stimulated and interested to choose areas of play.  Take responsibility for safety, hygiene and maintenance of equipment.


	High standard of childcare so that an educational environment within the Centre is maintained and equipment is well looked after and in working order.  Regular inspection.  Quality standards.

	To implement management policies as set out in the Charter with regular evaluation.
	Maintenance of high quality standards of childcare.  Ongoing review of the Charter.


	To ensure compliance with all ERO requirements and prepare for ERO reviews.
	Achieve a minimum three year review cycle and ensure that any ERO review findings are incorporated and applied to the centre’s policies, improving practice and performance.



	To liaise closely with Supervisor, Assistant Supervisor and staff.
	Activities, child management and interpersonal relationship within the Centre are coordinated and maintained.


	Ensure that scheduled duties and staff rosters are adhered to.
	Maintain a high standard of hygiene and a secure, safe and healthy environment.



	To organise regular staff meetings and encourage staff goals and performance with regular appraisals.


	Good staff relations and job performance.  Staff motivation.  Smooth functioning of the Centre.

	Day-to-day management and maintenance of the Centre, take responsibility for all Centre records.
	So that the records, equipment, buildings and grounds are kept in good order and maintenance required is arranged in consultation with the Management Committee.

	Overall responsibility for support and communication with parents and other agencies.
	Parent confidence in the Centre and programme.  Favourable promotion of the Centre.



	Supervise, in conjunction with the Centre Supervisor, volunteers, students from agencies, schools and Teachers Colleges who may attend the Centre periodically, and act as Associate Teacher.

	Student or volunteers, and the Centre, gains from their time at the Centre.

	Prepare yearly budget in liaison with the Management Committee.
	Budgets are adhered to.


	Ensure that the day-to-day financial management of the Centre is operated efficiently and in a timely manner.

	Accounts are sent out on time and attendance records are maintained to Ministry of Education standards.

	Liaise with the Management Committee over all matters pertaining to the overall management of the Centre.

	Good communications are maintained and support is gained.

	To interview and employ staff and ensure proper induction procedures are followed.

	Selection of staff members with appropriate knowledge, understanding and experience with children.

	Encourage staff to attend workshops and in-service courses for their own professional development.
Provide on the job training for untrained staff and support formal training.

Keep own personal professional development up to date.


	The Centre is staffed by competent, trained personnel who are up to date with current trends and practices in Early Childhood Education and have positive attitudes.
For them to gain increased experience and knowledge, and awareness of new trends and ideas.

	Ensure that there are nutritious menus in place and supervise preparation and serving of meals.
Organise purchase of Centre supplies.
	High standard of nutrition, health and well-being of children.
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