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OVERVIEW

Nursery Administrators play a vital role in ensuring the smooth day-to-day running of early years settings. They
provide essential administrative and organisational support, helping the nursery operate efficiently while
contributing to a safe, welcoming, and professional environment for children, families, and staff.

Responsibilities include managing records, correspondence, and communication with parents, carers, and
external agencies, as well as supporting financial and operational processes such as invoicing, scheduling, and
compliance with statutory requirements.

Nursery Administrators act as a key point of contact for families and staff, demonstrating professionalism,
discretion, and excellent organisational skills. They help maintain high standards of service, ensure adherence
to policies and procedures, and contribute to the overall quality and reputation of the setting.

WHAT TO EXPECT

« As an apprentice you will have a total of 30 educator sessions throughout the duration of your
apprenticeship. Our educators have many years of hands on experience in a childcare setting giving them
the knowledge to support you every step of the way.

« You will see your educator every 3 weeks for a virtual appointment, these appointments provide the
opportunity to discuss progress, assign tasks and prepare you for your apprenticeship assessment.

« There are 5 mandatory day courses that you must attend as part of your apprenticeship, the topics for
these are:

» The organisation

= Stakeholders and the environment

= Regulations and policies

= Business fundamentals and policies

= Project management and the knowledge test TYPICAL JOB
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COURSE CONTENT

Understanding the Organisation & Compliance

Understand the structure and purpose of the nursery, the roles of stakeholders, external
environmental factors, relevant regulations, and organisational policies to support effective
operations.

Business Processes & Fundamentals
Apply knowledge of business processes, planning, and organisational principles to support
smooth day-to-day administration and operational efficiency.

IT, Record Keeping & Communication

Use IT systems effectively to produce, maintain, and manage accurate records and
documentation, and communicate professionally with colleagues, parents, carers, and
external agencies.

Decision-Making & Project Management
Develop skills in decision-making, prioritising tasks, managing projects, and
maintaining quality standards to support the nursery’s objectives.

Professionalism & Personal Development

Demonstrate professional behaviours, adaptability, responsibility, and personal qualities while

managing performance, collaborating with others, and contributing positively to the
workplace.

APPRENTICESHIP ASSESSMENT

The Apprenticeship Assessment includes:
. A 30-45 minute interview supported by a portfolio of evidence.
. A 10-15 minute presentation with a further 10-15 minutes for Q&A
. A 60 minute knowledge test

EMPLOYER &
LEARNER
SATISFACTION

97%

of Apprentices would
recommend us*

99%

of Employers would
recommend us*

* From our Employer &
Apprentice Survey

YOUR COMPLETE CAREER PATHWAY

“] REALLY ENJOYED MY DAY COURSES
WITH DURING MY APPRENTICESHIP,
THEY WERE VERY INFORMATIVE, AND
ALL APPRENTICES HAD THE
OPPORTUNITY TO ASK LOTS OF
QUESTIONS”




