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Information for applicants 
 

About the School 
 
King’s Ely can trace its origins from at least 970AD, making it one of the oldest schools in 
Europe. Originally a monastic foundation and then a grammar school by Royal Charter, 
today it is a thriving independent day and boarding school for around 1000 boys and girls 
aged from 2-18, offering a broad range of GCSEs and A-levels and from which almost all 
pupils go on to good universities in the UK and abroad. Most students are day pupils from 
Ely, Cambridge and the surrounding area, and there are also about 200 boarders with over 40 
nationalities represented overall. 
 
The School is subdivided into three sections: King’s Ely Senior (age 13-18) and King’s Ely 
Junior (age 7-13), which occupy adjacent campuses and shared facilities, and King’s Ely 
Acremont and Nursery (ages 2-6) which has its own self-contained campus about 400m from 
the main site.  
 
The main campus extends to around 70 acres in total and comprises several historic buildings 
adjacent to Ely Cathedral as well as more recent, purpose-built facilities spanning the 
thirteenth to the twenty-first centuries, and almost 40 acres of playing fields. 
 
King’s prides itself on being an academic school but not an academic hothouse. There is a 
great emphasis on personal development through an extensive co-curriculum of sporting, 
creative and performing arts and service opportunities as well as through building positive 
relationships with others in a tight-knit but outward-facing community. The safety, wellbeing 
and pastoral care of the whole community is central in what is a happy and purposeful school 
where our diversity and breadth of talent and ability is valued and nurtured. 
 
King’s Ely also plays a key role in the local community. The School is one of Ely’s largest 
employers and also educates the boy and girl choristers of Ely Cathedral. King’s is also a 
proud founder member of the Cambridgeshire Educational Partnership, which numbers 
twelve local schools working together to improve educational attainment, especially for 
disadvantaged children. The School also offers a number of bursaries to enable pupils from all 
walks of life to benefit from the education it offers. 
 
King’s Ely is a registered charity administered by a Board of Governors. The Principal is a 
member of HMC and the School is also affiliated to the Society of Heads, IAPS, the Boarding 
Schools’ Association and the Choir Schools’ Association. 
  



 

 

Nursery Manager 
 

Overall Job Purpose 
 
At King’s Ely, our thriving nursery school is currently seeking to recruit an enthusiastic, 
energetic, and motivational Nursery Manager. This is an exciting opportunity to lead a happy 
nursery where our mission is to offer the best possible beginnings by encouraging children to be 
confident and curious, learning through fun and engaging play. You will be working at an 
‘outstanding’ nursery school within the local area with a dedicated team in a caring, family-
focused, characterful, and stimulating environment that is inviting to children, parents, and 
staff.  

The Nursery Manager will work closely with their Deputy and Head of EYFS, whilst also being 
expected to work autonomously in relation to every day management responsibilities. The role 
will require some practitioner work in ratio as well as the confidence to make decisions 
considering the budgeting, financial and policy aspects of the Nursery whilst balancing a high 
degree of sensitivity to the needs of children and families. 

The role will require operational management of the nursery facilities and staff, to ensure a high 
quality, balanced provision of leading-practice education and care is delivered at all times. The 
Nursery Manager will be responsible for ensuring adherence to whole school and specific 
policies and procedures. They will consistently meet legislative requirements and follow our 
learning curriculum, delivering standards which ensure the highest possible conclusions on 
inspection. 

The successful applicant will ensure that the training, support, mentoring and supervision of the 
staff team inspires and leads ambitious practice. They will work to create a safe, caring, and 
welcoming setting in which parents are happy to entrust their child and where their child is 
encouraged and supported to flourish in an enabling and joyful environment. 

 

Nursery Structure 
 
The successful applicant will report to the Head of EYFS and to the Head of King’s Ely 
Acremont. The Nursery Manager, supported by their Deputy, will manage a team of 
practitioners and year group senior practitioners. 
 

Main Responsibilities: 

• To be responsible for the day to day management of the Nursery under the leadership 
and guidance of the Head of EYFS 

• To act as a designated safeguarding officer within the Nursery and ensure that all staff 
have a sound awareness of safeguarding policies 

• To ensure a high standard of physical, emotional, social, and intellectual care and 
development for the children 

• To foster trusted parent partnerships 

• To develop a team of talented early years educators who are skilled and empowered to 
follow children’s interests and harness their natural curiosity 



 

 

• To supervise and manage the Nursery team so that all members feel valued, supported, 
and rewarded in their roles. To plan, manage and implement the day to day running of 
the Nursery under the line management of the Head of EYFS 

• To work in partnership with the larger community of King’s Ely  

• To build a culture for excellence and a reputation in the local area of which you are 
proud. 

• To oversee the smooth running of the nursery’s systems to ensure it is efficient and 
effective in meeting its statutory and business objectives. 

 

Main Duties: 

• To oversee the smooth operation of the nursery school to the highest standards, ensuring 
that the best possible environment and the highest quality of care and teaching is 
delivered at all times 

• Assume management responsibility for the Nursery including managing pupil numbers, 
ratios, sessions, budgets, admissions, staff holidays and sickness 

• To take an active role in staff recruitment, Professional Development Reviews, and 
supervisions 

• Assist the Head of EYFS to ensure that KEAN complies with the revised EYFS statutory 
framework 

• Assist the Head of EYFS in providing effective day to day management of the Nursery, 
by establishing and maintaining a whole team ethos underpinned by professional 
constructive and supportive relationships. To plan and deliver effective daily line 
management of the nursery, in accordance with King’s Ely policy and all relevant 
legislation. 

• To ensure the provision is of the highest quality, providing a safe, stimulating and caring 
child-centred environment catering for the children’s educational and developmental 
needs 

• To ensure that all agreed quality and safety standards are maintained in the nursery at all 
times 

• To liaise closely with parents/carers to ensure high levels of involvement and contact at 
all times 

• Ensure that children are kept safe, and that staff understand and adhere to Safeguarding 
Procedures 

• Establish, develop, and maintain highly professional working relationships with the 
King’s Ely Acremont teaching and leadership teams, relevant Local Authority 
Departments, regulatory bodies, and other agencies 

• Set high expectations which inspire and motivate challenge every member of staff 

• Responsibility for site safety, development, upkeep, and security, in liaison with King’s 
Ely custodial and maintenance teams 

• To work with children, families, and other services to ensure children are ready for the 
next stage in their learning and development 

• Support the development of good practice with regards to special educational needs and 
inclusion  



 

 

• Promote the nursery to new parents, with an awareness of occupancy constraints 

• Assist the Head of EYFS in writing and implementing reports, policies, and risk 
assessments for the Nursery. 

• Arrange and attend staff meetings, taking the minutes and circulating them to staff. 

• Work alongside the Head of EYFS and staff team to ensure that the philosophy behind 
the EYFS is fulfilled, in order to support and develop an enabling environment where 
children can play and learn in a secure and nurturing setting.  

• Undertake other duties as may be requested from time to time by the Head of EYFS or 
Head of KEA 

 

Person Specification 
 

Essential Skills & Abilities 
 

• A robust knowledge and experience of the revised 2021 EYFS curriculum, Development 
Matters, characteristics of effective learning, and the inspection process 

• Ability to communicate confidently and successfully with a wide range of people 

• Good sense of humour and high levels of energy 

• Excellent effective organisational skills 

• Ability to prioritise tasks, problem solve, work efficiently and delegate appropriately 

• To be able to feedback information in the form of written reports 

• To support the Head of EYFS and Staff Team  

• To be able to manage the Nursery in the absence of the Head of EYFS 

• To be able to promote the EYFS in a positive and professional manner 

• To maintain confidentiality.  

• A confident and resourceful leader who enjoys working collaboratively. 

• Excellent levels of applied Literacy and Numeracy, with confident IT skills 

• An understanding and experience of the Independent Schools Inspectorate requirements 
for inspection would be advantageous 

 
 

Qualifications and experience 
 

• We are looking for a person who holds a minimum of NVQ level 3 or an equivalent 
qualification, with at least 3 years post qualifying experience. An Early Years Foundation 
Degree or relevant Level 6 qualification would be desirable 

• Previous managerial experience is essential. 
 



 

 

 
Remuneration and Hours 
 

• Hours – 7.45am-6.15pm. Full-time, permanent, position  

• 50% office work and 50% working within the Nursery 

• Start Date- 1st November 2021 

• Salary - The level will be competitive and based upon qualifications and experience 

 
Benefits  
• Holiday entitlement is 33 days’ paid holiday per annum including public holidays.  3 days of 

this annual entitlement must be taken at Christmas when the School operates a shutdown.  
The holiday year runs from 1 September to 31 August. 

• Enrolment in the statutory auto-enrolment pension scheme.  The employer and employee 
contribution rates for the auto-enrolment pension scheme are currently Employee 
contribution 5% and Employer contribution of 3%. 

• Members of staff are entitled to educate their own children in any of the three parts of the 
school.  There is a staff discount for children’s fees from Reception Year onwards; the total 
staff discount value for school fees is 50% for full-time staff, reduced pro-rata for part-time 
staff, subject to an overall school fees remission limit of 50% of their gross salary. All extra 
items are to be paid in addition 

• The school offers a private healthcare insurance scheme, which staff may opt to join, at their 
expense, shortly after the start of each academic year (the policy year starts on 1 November 
each year).  The scheme can only be joined at the start of the policy year. 

• Members of staff are entitled to 10% discount on all King’s Ely school uniform ordered for 
their own children from Schoolblazer 

• Limited free on-site car parking 
• School lunch provided when at work over lunch time and free hot drinks throughout the day 
• A cycle to work scheme available (presently administered by Evans Cycles) 
• Use of school gym facilities (during specific times) and use of the school swimming pool at 

specific times (during summer) 

 

How to apply - Completing your application form 
 

• All sections of the form should be completed as fully as possible.  

• You may support your completed application form with a CV, however this is not a 
requirement. On the CV, you may include a third referee. 

• Please accompany your application form with a covering letter explaining your reasons for 
applying for this position. Please also give details of how your skills, qualities and 
experience meet the requirements of the job description and/or person specification. This 
should be no longer than two sides of A4. 

• King’s Ely is committed to safeguarding and promoting the welfare of children, and 
applicants must be willing to undergo child protection screening appropriate to the post, 
including checks with past employers and the Disclosure & Barring Service. 

• If you are selected for interview, you will need to provide and bring with you proof of 
identity, birth certificate, documentation confirming your National Insurance Number or 
your right to work in the United Kingdom and certification of declared qualifications. 

 
 

https://www.kingsely.org/wp-content/uploads/2020/12/Kings-Ely-Application-Form-2020.docx
https://www.kingsely.org/wp-content/uploads/2020/12/Kings-Ely-Application-Form-2020.docx
https://www.kingsely.org/wp-content/uploads/2020/12/Kings-Ely-Application-Form-2020.docx


 

 

 
 
 
 
 
The final closing date for applications will be noon on 17 September 2021.  Interviews will take 
place on Friday 24th September 2021.   
 
We appreciate your effort in completing this application and for your interest in working for 
King’s Ely. Please email your completed application form to recruitment@kingsely.org. 
 
 
Website: www.kingsely.org   Charity Number: 802427    Company Number: 2440509 
 
 
 
  

https://www.kingsely.org/wp-content/uploads/2020/12/Kings-Ely-Application-Form-2020.docx
mailto:recruitment@kingsely.org
http://www.kingsely.org/


 

 

 
 
 
 
 



 

  


