
 
 
 
Nursery Administrator, Tuffkid Nursery, London NW11 
Ofsted rating “Outstanding” 
  
Salary:   Competitive, dependent upon experience  
Weekly Hours:  18 hours over 3 or 4 days per week term time plus 3 weeks 
Start Date:  Immediate or as soon as possible  
 
We are looking for a highly efficient, enthusiastic and experienced Administrator/Executive 

Assistant to provide a high level of administrative support and personal assistance to the Head of 

Nursery.  

As part of our dedicated team, you will ensure the smooth running of our small yet busy nursery 
setting and support our staff to achieve high standards of childcare. An interesting and diverse role, 
you will be involved with all the different aspects of the nursery. You will follow Tuffkid’s policies and 
procedures, whilst at all times complying with data protection legislation. 

You will have: 

 proven administration experience, preferably within a school or nursery  

 excellent communication (written and verbal), organisational and interpersonal skills  

 excellent numeracy and IT skills with sound working knowledge of MS Word and Excel 

 an ability to multi task and work independently and proactively  

 a professional and calm approach with a friendly, 'can-do' disposition 

Rated ‘Outstanding’ by Ofsted, Tuffkid brings extensive experience in nurturing the early 
development of children from 2 to 4 years of age. We have an excellent reputation for our 
outstanding childcare and, following a recent programme of refurbishment, we now have 
outstanding facilities to match including an amazing sensory garden.  

If you are an experienced administrator looking for a role in a caring and passionate place to work 
we’d really like to hear from you!  

Employee benefits include, excellent in house training, season ticket loan, occupational sick pay, 
childcare vouchers, cycle scheme, free health advice, discounts at retailers and for eye care, etc. 
 
For a job description and application pack visit www.kisharon.org.uk  or contact Avni, HR 
Administrator, at avni.thakrar@kisharon.org.uk.  For an informal discussion contact Janice Marriott, 
Head Teacher of Tuffkid Nursery on 020 8201 8488.  
 
Kisharon provides education and support for Jewish children and adults with learning difficulties. 
Kisharon is committed to equal opportunities and safeguarding the welfare of children and adults 
and expects all staff to share this commitment. Role requires an enhanced DBS check. 
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