
Edgeborough

Nursery Manager
Required Autumn Term 2021



       An Introduction to Edgeborough

      

Edgeborough is an outstanding co-educational Preparatory School with approximately 370 pupils aged 
between 2 and 13. The School was founded in 1906 as a small, privately owned boarding school for boys 
and was registered as a charitable trust in 1966. The School became co-educational in 1992.    The Pre-
Prep and Nursery have been added subsequently.

The School is set in 50 acres of beautiful, rolling Surrey countryside in Frensham.  It is extremely well 
resourced, both in terms of buildings and staff.  Facilities include a Sports Hall, Theatre, Music, Art, DT and 
Dance studios, state of the art Science and ICT facilities, Swimming Pool,  an outstanding Boarding House 
and a large Astro-turf.  

The pupils are polite and respectful, energetic and confident, while the teachers harness this enthusiasm 
with creative lessons and a friendly approach.  Subject specific experts teach lessons in the Prep School 
while in the Pre-Prep pupils learn through exciting discoveries, entertaining topics and well structured 
lesson plans.

The School boasts an award-winning, in-house catering team. An exemplary Boarding House offers a 
nurturing home away from home.  The Music, Arts and Design Technology departments encourage talent 
to win regular prizes and the dedicated sports staff have the enthusiasm to motivate each pupil to find 
a love of exercise and a healthy way of living alongside earning regular regional and national success.  
Investment in buildings, facilities and staffing provide a first class foundation for an exceptional school. 

Edgeborough is non-selective.  Pupils enjoy small classes and excellent teaching. There is a very successful 
Learning Support Department which gives provision to those who need support whilst fine tuning the 
learning of those who are most able.  

The School enjoys a very strong reputation and the recent news of the future merger with Charterhouse 
has only enhanced this. Pupils move on to a variety of schools including: Bradfield College, Canford, 
Charterhouse, Churcher’s College, Cranleigh, Eton College, RGS Guildford, Guildford High School, Harrow, 
Lord Wandsworth College, Marlborough College, Monkton Combe, Prior’s Field, Radley, St Catherine’s 
Bramley, St Swithun’s, Wellington College and Winchester College.  Overall entrance results are high and a 
large number of pupils have been successful in gaining scholarships throughout the disciplines. 

More than anything else, however, our philosophy here is that happy children will thrive and succeed and 
our aim, therefore, is to facilitate a warm, nurturing atmosphere where children feel safe and happy.



The Opportunity
An exciting opportunity has arisen for a full-time Nursery Manager to  join and lead 
our Nursery and Pre-school team and to provide our youngest children with an 
exceptional Early Years experience.  

The successful candidate will be a fully qualified practitioner (with a full and relevant 
Level 5 Childcare qualification; NVQ5, EYTS, QTS, B.Ed or above). They should also 
have a minimum of 5 years experience within the Early Years sector, ideally with two 
of these years at a managerial level. Vitally, we are seeking a dynamic, proactive, 
positive, caring professional with excellent communication and inter-personal skills 
who will inspire and lead the team and oversee daily practice in our Nursery and 
Pre-School.  

Our curriculum  follows and extends the Early Years Foundation Stage (EYFS) 
engendering a sense of wonder and curiosity of the world for all our children, giving 
them the confidence to take risks in an environment where they feel respected and 
secure. We look to achieve balance in our pedagogy, giving children structure and 
security whilst following their individual interests and aptitudes, doing so through 
a mixture of adult-led and child-initiated learning experiences. We fully recognise 
that children learn best when they are enthused, engaged and happy and we pride 
ourselves on the exceptionally friendly, inclusive and nurturing provision that we 
offer, where children and their families feel confident, involved and valued.  

Edgeborough is one of Surrey’s top Prep Schools and is a fantastic environment in 
which to work. The Nursery and Pre-School are situated on the main site and thereby 
benefit from the school’s excellent facilities. 

With Edgeborough situated so favourably in some truly stunning grounds, outdoor 
learning is integral to who we are and what we do. The ideal candidate should 
share this commitment. As a school with community at is core, we are also seeking 
an individual who will embrace school life in its fullest sense and actively involve 
themselves in the many varied and wonderful opportunities that Edgeborough has 
to offer. 



Job Description

  

General Information
Job Title: Nursery Manager 

Start date: Autumn Term - 31st August 2021 

Reports to: Head of Pre-Prep / Headmaster 

Employment Status: Full Time, term time only plus 2 weeks 

Department: Pre-Prep

Remuneration: A competitive salary will be offered, in line with the successful 
candidate’s qualifications and experience

Main Responsibilities 

Leadership:  
• Leadership of the Nursery and Pre-School staff team  

• Holding weekly meetings to address pastoral issues, to disseminate wider 
school notices and to encourage collaboration in the planning for the 
department 

• To take oversight of all planning and classroom design 

• To organise session bookings, staffing and timetabling 

• To work with the Head of Pre-Prep to establish the culture of Nursery in line 
with the School’s ethos and development plan 

• To be a focal point for parents and prospective parents  

• To take lead in liaising with parents to help with ongoing support and 
development of their children  

• To oversee report writing and the ongoing assessment/observation for the 
Nursery and Pre-School children 

• To build on the direction and ethos of our Nursery developing the outdoor 

provision and the child-led learning environment 

• To work with the school’s SENDCO to identify, support and monitor children 
with SEND 

• To have an excellent working knowledge of the Early Years Teaching Standards 
and teachers’ legal liabilities 

• To address staffing issues as they arise and to monitor the quality of provision 
across the Nursery and Pre-School 

• To manage and allocate the yearly budget for the Nursery 

• To plan, assess, staff and lead activities and trips for the Nursery and Pre-
School children

Practitioner:  
 
• To inspire colleagues through innovative learning engagements and 

classroom design 

• To provide an early educational experience which is sensory-rich and which 
instils a young love of learning and builds on the innate curiosity of the child 

• To plan and prepare daily lessons, resources and projects which meet the 
developmental needs of all children 

• To keep up to date with current statutory requirements and educational 
practice through personal study, professional development, and attendance 
at all staff meetings (including INSET training)  

• To uphold competent ICT skills and to use these to maintain rigorous tracking 
systems 

• To participate in an annual Professional Development Review 

• To evaluate your own teaching critically and use this to improve your practice 



Job Description

  

Pastoral Care: 

• To promote and safeguard the welfare of the children whom you have 
contact with during the course of your duties 

• To undertake standard classroom management duties including, but not 
limited to, pupil registration, fire registers, daily safety checks 

• To liaise with Early Years staff and appropriate individuals (including the 
school’s SENDCo and Safeguarding Team) to best support and monitor 
individual children’s pastoral needs 

• To act as a role model for the development of children’s social behaviour and 
attitudes  

• To provide intimate care to children whenever necessary (for example, 
changing nappies)  

• To provide a safe, secure and well-organised environment that encourages 
the development of children as independent learners and considerate 
members of the school community 

• To keep thorough and accurate records relating to personal care (nappy 
changing), incidents, accidents and daily security checks 

• To follow the school’s Safeguarding Policy and procedures and report any 
concerns regarding safeguarding immediately to the Head of Pre-Prep or the 
Deputy Head (Pastoral) 

• To ensure that school policies and guidelines for pastoral care e.g. anti-
bullying policy are followed in the Nursery 

• To build and maintain positive relationships with parents 

• To keep an up to date Paediatric First Aid certificate

Other Responsibilities

• Stay informed about events, general school organisation and staff discussions 

by reading the minutes from whole school meetings and notices posted on 
electronic whole-school platforms  

• Take part in events that may be during the evenings or, occasionally, at 
weekends, within reason  

• Have a good working knowledge of whole school policies and aims. Contribute 
to appropriate sections of school policies  

• Promote the ethos, good name and reputation of the school at all times  

• Any other reasonable request made by the Head of Pre-Prep, Deputy Head 
or Head 

Our Ethos

At Edgeborough, more than anything else, our philosophy and belief is that 
happy children will thrive and succeed. Therefore, our aim, across the school is 
to facilitate a warm, nurturing atmosphere where children feel safe and happy. 

Review

This job description will be reviewed annually. It is not a comprehensive 
statement of procedures and tasks but sets out the main expectations 
of Edgeborough’s Nursery and Pre-School in relation to the post holder’s 
professional responsibilities and duties.



Person Specification

  

Experience and Knowledge

• Great passion for child development and a good working knowledge of the 
EYFS 0-5 years, alongside an understanding of learning processes and factors 
that affect learning and development in the early years 

• Experience of working in a management role, mentoring and leading staff 

• Excellent knowledge of the EYFS and Ofsted statutory guidance 

• Knowledge of child protection and safeguarding 

• Knowledge and proven practical experience of implementing good quality 
learning opportunities 

• Ability to deliver a high standard of childcare and learning across the EYFS 
and the seven learning areas 

• Excellent planning, organising and time management skills 

• Awareness of the independent education system, including EYFS structures  

• Experience assisting with the assessment, recording and reporting of pupils’ 
progress against the EYFS.  

• An understanding of effective room organization and outdoor provision in a 
free flow environment 

• Full working knowledge of relevant policies/codes of practice/legislation (i.e. 
statutory requirements concerning Equal Opportunities, Health & Safety, 
SEND and Child Protection) 

Skills and Abilities

• The desire, energy and capability to be an outstanding and inspiring leader 
and practitioner  

• The ability to organise, to document, to plan and to budget with rigour 

• The ability to lead and inspire staff and to monitor quality practice across 

the setting 

• The ability to relate well to children and adults, and to build positive working 
relationships  

• A good standard of verbal and written communication skills 

• An understanding of Nursery roles and responsibilities 

• An understanding of young children and an ability to respond to their 
interests, learning needs and individual characters 

• Confidence and competence when managing the learning and behaviour of 
an individual, a small or large group, or whole class  

• Ability to develop high quality, engaging and learning-rich learning resources, 
activities and experiences   

• The ability to form good relationships with parents and offer them the 
support and reassurance they often seek in ensuring their child’s needs are 
being met 

• The ability to use ICT effectively to support teaching and learning and to 
monitor children’s progress    

Personal Qualities

• To be an effective leader who works collaboratively and effectively with 
others 

• Excellent interpersonal skills, communicating (verbally and in writing) 
effectively to a range of audiences 

• To show warmth, sensitivity, kindness and respect to all, especially the 
children 

• A positive, proactive, flexible approach  

• A bright, positive, warm character 

• A sense of humour 

• The ability to stay calm and measured at all times 



Person Specification

  

Qualifications and Training

• Full and relevant Level 5 Childcare qualification (NVQ5, EYTS, QTS, B.Ed or 
above) 

• Have a minimum 5 years post qualification experience within an Early Years 
setting (including 2 years in a management post) 

• Other relevant EYFS qualifications or awards are highly desirable (i.e. Forest 
School Training) 

Other Factors

• Commitment to work with children

• Desire to improve own practice / knowledge through self-evaluation and 
learning from others 

A number of out of term hours will need to be worked throughout the year to 
allow for: INSET and other training days, progress review meetings, open days 
etc. The Line Manager will coordinate these dates. 



Terms and conditions of Employment
The Salary offered will be competitive, based on the qualifications and experience of the successful candidate.   Full details of the terms and benefits of the post will 
be discussed with the successful candidate at the time of the initial offer.  

Application process 
Interested candidates should complete the School’s application form available at https://www.edgeborough.co.uk/work-for-us/ together with a covering letter  
explaining your suitability for the role, addressed to Jayne Symons, Head of Early Years. Please email both documents as pdf files to recruitment@edgeborough.
co.uk or by post if you prefer to Mrs Gillian Dixon, Head’s PA, Edgeborough School, Frensham, Farnham, Surrey. GU10 3AH. 

The closing date for applications is 09.00 on 25th June. 

All applications will be acknowledged by email.  All applications received will be handled by the School in accordance with the requirements of the Data Protection 
Act 2018. If you have not received acknowledgement that your application has been received within two working days of sending it, please contact the Head’s PA, 
Gill Dixon by telephone on 01252 792495  

Interviews will be conducted on 1st and 2nd July, 2021 and, COVID restrictions permitting, will be held at Edgeborough. 

The School is committed to safeguarding and promoting the welfare of children and young people. Applicants must undergo child protection screening, including 
checks with past employers and the Disclosure and Barring Service. 
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