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EARLY LEARNING COORDINATOR 

PERSONNEL SPECIFICATION


	ESSENTIAL CRITERIA
	HOW ASSESSED

	QUALIFICATIONS 


	A relevant degree or equivalent level 6 qualification in either Early Years / Early Childhood Studies, Community Work or Education or Allied Health Professional with live registration with their respective professional body  
OR

Level 5 Qualification in Early Years / Leadership for Children’s Care, Learning and Development
	Application Form & Interview



	EXPERIENCE
	A minimum of two years recent relevant experience of working in the early years sector (children aged 0-5 years)
Experience of successful partnership/interagency working

A minimum of two years’ experience of line management of staff to include managing staff, carrying out supervisions, staff development, training and performance management

Experience of planning, developing and delivering community activities or programmes

Experience of quality monitoring, record keeping and report writing

Experience of identifying local need and responding with appropriate services
Demonstrable experience of using child observations in recording, planning and evaluation and an understanding of why this is important in Early Year’s settings.
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	KNOWLEDGE & UNDERSTANDING


	Knowledge of the skills required in working with and engaging parents/carers and why this is important 

Knowledge of child development and factors affecting development 

Knowledge of the impact of deprivation on children and families 

A knowledge of quality standards and legislative frameworks in Early Years and awareness of best practice in working in early years settings
Knowledge of Child Protection issues, practices and procedures and legislative frameworks
Knowledge and commitment to Sure Start Programme and its ethos
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	SKILLS & APTITUDES
	Excellent written and oral communication skills to include the ability to produce written report and publicity materials & presentation skills

Ability to empathise with the needs of families and children and communicate with service users in an appropriate manner

Ability to build and maintain effective working relationships with children, parents/carers, colleagues and a range of professionals

Ability to plan strategically for the delivery of Early Years targets set out in the business plan and manage workload of team.

Ability to work effectively as part of a team and on own initiative

Competent IT skills to include proficient use of word processing, MS Office programmes, internet and email and use of database
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	OTHER
	The candidate must hold a full and current driving license valid in the UK with access to a car on appointment*

Willingness to work flexibly, including evenings and weekends
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*Consideration will be given to alternative travelling proposals in respect of applicants with a disability who cannot hold a licence.
	DESIREABLE CRITERIA
	HOW ASSESSED

	Experience of Working in the Colin area and an understanding of challenges faced by local families and parents
Experience of planning, developing and delivering community projects specifically for children and families based on identification of need
Experience of contributing to a business plan, setting targets, planning and successfully managing a programme of work and evaluating impact
Experience of contributing to quality improvement initiatives with practical application into the workplace


	Application Form
Application Form

Application Form

Application Form













