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Position Description
	Position Title
	: Early Childhood Educator 2IC

	Position Number
	: Various

	Classification
	: Band 5

	Directorate
	: Service Delivery

	Department
	: Family & Children Services

	Approved By
	: Ellen Porter, Senior Coordinator Early Years 

	Date Approved
	: January 2025



[bookmark: _Toc422990459]Child Safe Organisation
Here at Moonee Valley City Council, we are committed to being a child safe organisation with a zero tolerance for child abuse and will protect the interests and safety of children at all times in accordance with the Victorian Child Safe Standards and related legislation. 
All children, regardless of their gender, race, religious beliefs, age, disability, sexual orientation, or family or social background have equal rights to protection from abuse. 
We are committed to the cultural safety of Aboriginal and Torres Strait Islander children and those from culturally and linguistically diverse backgrounds, and to providing a safe environment for children with a disability. 
We promote and are committed to the safety and empowerment of children as active citizens. We foster a culture of openness and inclusiveness, as well as supporting all staff and volunteers to understand the importance of child safety and wellbeing and ensuring consistent adherence to child safety and policies and procedures. We demonstrate committed leadership by creating safe environments for children and young people participating in our community programs and activities.

Department Overview
[bookmark: _Hlk69210762]Family and Children’s Services is responsible for the coordination, advice, education and delivery of a broad range of services for children and families from 0-17 years of age. This includes Childcare Services (long day, occasional and family day care), Kindergarten, Family Services, Maternal and Child Health, Immunisation and a Planning Team.
Moonee Valley City Council Childcare Services is committed to delivering high quality education and care that supports the safety, participation, wellbeing and empowerment of children. We strive to work collaboratively with families and the wider community to meet their diverse needs and build community capacity.
[bookmark: _Toc135033898][bookmark: _Toc308000464][bookmark: _Toc409446769]Key Responsibilities & Duties
Program Design and Delivery
· Act as the Educational Leader and support the development and implementation of play-based programs that meet individual and group developmental strengths, interests in a safe, stimulating and nurturing environment.  
· Work within guidelines of National Quality Standards, Victorian and National Early Years Learning Frameworks with evidence of consultation with children, families and other educators.
· Support educators with the development of authentic, relevant and ongoing individual records of children, which reflect the holistic approach to children's learning and development 
· Support educators with the program illustration of children's learning through visual and written documentation that is linked to individual records.
· Ensure all procedures required by the Education and Care National Law Act 2010 & the Education and Care National Services Regulations 2011, Council Policies and Procedures and Occupational, Health and Safety Guidelines are adhered to at all times.
· Ensure supervision is active, adequate and efficient at all times in order to maintain the children’s care and safety.
· Support Moonee Valley City Council Early Learning Centres, flexibly working across Early Learning sites as required  
Partnerships with Families and Community
· Support the active involvement of families and community members in the program.
· Provide a positive environment and atmosphere, which is welcoming and accepting of all families.
· Provide regular opportunities for communication and share information with families about individual children’s learning and development within the context of the program.
· Appropriately and professionally address concerns raised by parents and negotiate positive outcomes to resolve any conflicts that may arise.
· Actively encourage families' access and involvement in the full complement of services and resources they want and need.
Staff Relationship and Professional development
· Ensure active participation in team meetings, program meetings, planning days, compulsory training and other designated centre activities.
· Be an active and supportive member of the childcare centre team demonstrating cooperative and flexible behaviour.
· Maintain a flexible attitude and be prepared to make changes, for example work with other age groups or at other services.
· Supervise, motivate and support the other Early Childhood Educators, volunteers and students by serving as a role model for early childhood education.
· Monitor the performance of staff and provide regular on the floor constructive feedback, support and encouragement of professional development.
· Provide regular opportunities for open and reflective evaluation of teamwork within the program.
· Engage in regular opportunities for information sharing and planning with staff so that all team members are aware of and can contribute to the goals of the program.
· Actively participate as a member of the Centre's team to implement and enhance the delivery of the program, policies and initiatives as required.
Centre Management and Administration
· Assist the Centre Coordinator to ensure the compliance of updated records of the centre's operations and appropriate attendance, medical, emergency and accident details are in accordance with the Education and Care Services National Regulations 2011.
· Assist the Centre Coordinator to determine the equipment needs related to the program and make recommendations for purchase of goods relevant to the program and in keeping with the set budget.
· Assist the Centre Coordinator in all duties relating to the maintenance of the facilities and equipment.
· Make available, as required, relevant centre records and program documentation for the purpose of quality monitoring and evaluation.
· Assist in the completion of regular Occupational Health & Safety audits as required.

Other Duties
Responsibilities and duties included in this position description are subject to the multi-skilling provisions of the Moonee Valley City Council current Enterprise Agreement and or any supplementary agreements and where applicable the appropriate award.
Council has a key role in supporting the community during municipal incidents. This role may support relief and recovery activities.

Organisational Relationships
Reports to:	Childcare Centre Coordinator
Supervises:	Early Childhood Educators, Students and volunteers  
Internal Contacts:	Regional Team Leader, Senior Coordinator Early Years, Early Childhood Educators, Children's Services staff, Family Services staff, Maternal & Child Health Nurses, Manager Family & Children's Services, Coordinators and other council departments
External Contacts:	Community service organisations, schools, local businesses, other Local Governments, State and Federal Government bodies, community members and groups, peak bodies, Department of Education and Training other professionals involved in the delivery of programs for children and families.

Accountability and Extent of Authority
This position is accountable for:
· Provide on the floor support and work in collaboration with other Early Childhood Educators.
· Providing a safe and nurturing environment.
· Provide leadership, support and guidance to the Childcare Centre Team. 
· Ensuring staff under your supervision are aware of all safe work procedures and all OH&S policies and procedures.

Judgement and Decision Making
This position has authority to make decisions within the scope of the position objectives. These decisions are to be based on the requirements of:
· Council and centre policies and procedures
· Family and Children’s Services Statement of principles
· National Quality Frameworks
· Victorian Early Years Learning and Development Framework
· Education and Care Services National Regulations 2011
· Education and Care Services National Law Act 2010
· Ability to deal with situations by implementing appropriate actions and responses through clear and effective decision-making based on accepted precedent and previous experience.

Specialist Knowledge and Skills
[bookmark: _Hlk58261953]Knowledge of child development and contemporary approaches to the delivery of children’s programs in line with:
· Education and Care Services National Regulations 2011
· Education and Care Services Law Act 2010
· National Quality Framework
· Victorian Early Years Learning and Development Framework
· Australian Early Childhood Association Code of Ethics
· Moonee Valley City Council and centre policies and procedures

Management Skills
· Ability to manage time, set priorities and plan one’s own work and that of supervised employees to achieve business unit and department goals and objectives in the most efficient way within a set timetable. 
· Excellent time management skills to co-ordinate responsibilities to assist in ensuring the smooth and efficient running of the program.
· Ability to supervise and delegate duties to colleagues, students and volunteers as required.
· Ability to consult and negotiate with other early childhood educators for positive outcomes for effective teamwork and shared responsibility.

Interpersonal Skills
· Demonstrated ability to initiate and maintain effective written and oral communication with families and other stakeholders.
· Ability to appropriately address concerns raised by families and refer to appropriate staff and agencies as required.
· Ability to work collaboratively and gain cooperation from Early Childhood Educators, volunteers, students, families and community.
· Ability to demonstrate initiative and appropriate delegation of tasks as required.

Qualifications and Experience
· Diploma of Children's Services or equivalent, as recognised by the Department of Education and Training and in accordance with the Education and Care National Law Act 2010 & the Education and Care National Services Regulations 2011.
· Experience working in early childhood services, preferably in a leadership role.
· Experience in managing, engaging and developing a team of educators and co-educators.
· Hold a current and valid:
· Working with Children Check
· First Aid Level 2
· CPR Certificate
· Anaphylaxis Management Certificate
· Emergency Asthma Management Certificate

Key Selection Criteria
1. Diploma of Children's Services or equivalent, as recognised by the Department of Education and Early Childhood Development and in accordance with the Education and Care National Law Act 2010 & the Education and Care National Services Regulations 2011.
2. Experience and ability to lead, resource and monitor the planning and implementation of a play-based educational program which meets the National Quality Framework (NQF), including the National Law, Act and Regulations, Service Funding Agreement and the Victorian Early Years Learning and Development Framework (VEYLDF).
3. Experience and ability in managing, engaging and developing a team of educators and co-educators.
4. Thorough knowledge of Victoria’s Child Safe Standards and Reportable Conduct Scheme and ability to lead the implementation of these standards across the service.
5. Experience in and commitment to working effectively with parents, families, community groups and external agencies.
6. Willingness to work at alternate Early Learning sites as required. 
7. Hold a current and valid:
· Working with Children Check
· Current First Aid HLTAID004 / 12
· CPR Certificate
· Anaphylaxis Management Certificate
· Emergency Asthma Management Certificate

Compliance Checks
· Working With Children Check 
· Police Check
· Hold a current and valid:
· Current First Aid HLTAID004 / 12
· CPR Certificate
· Anaphylaxis Management Certificate
· Emergency Asthma Management Certificate
· Working Rights
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