[image: image1.emf]   

 

[image: image2.emf]   

 

 After School Club Manager
Job Description

Job Title: 



After School Club Manager

Reports to:  


Headteacher and School Business Manager
Responsible for:   

Deputy, Play Workers, Volunteers

Working Relationships: 

Children and their parents/carers who use the club
Headteacher and School Business Manager

Staff team including casual staff and volunteers

Relevant individuals and organisations which may include schools, childcare and play related organisations, registering authorities, funders.

Job Summary: 
Managing deputy and play workers. Day to day organisation of the club. Provision of play care within club policies and procedures.

Principal Duties:

1. Plan, prepare and provide creative and appropriate play opportunities in a safe and caring environment.

2. Provide full care for the children including collection of children from school and the safe delivery to parents and/or named carers.

3. Ensure that refreshments are provided and meet the required standards of hygiene, health and safety.

4. Consult with the children and involve them in the planning of activities.

5. Provide support and supervision to play workers and designated team members.

6. Carry out administration and financial procedures, record keeping, ordering and purchasing in accordance with Club and School systems. Including chasing of outstanding payments.
7. Work within an agreed budget.

8. Administer first aid as appropriate.

9. Encourage parental involvement and support for the club.

10. Develop and maintain good communication with all members of the organisation and with the wider community including parents, schools, and childcare and play related agencies.

11. Undertake training which may be required by the registering authority and to contribute to professional development.

12. Monitor and maintain a healthy, safe and secure working environment.

13. Carry out all responsibilities and activities within an equal opportunities Framework.

14. Work within agreed policies.
15. To undertake any other duties as reasonably directed by the Headteacher or School Business Manager.
16. Safeguarding Duties: ensure that the setting meets the statutory safeguarding requirements of a childcare setting and that all staff follow agreed safeguarding procedure.
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 After School Club Manager
Person Specification

Job Title: 
After School Club Manager
Essential Experience

Experience of working with 4-11 year olds.
Experience in management and supervision of staff.
Experience of working as part of a team.

Experience of administration and budgeting.

Knowledge

Understand the range of needs which children and their families may have.

Understand the key issues relating to quality playcare.

Understand the key issues of equal opportunities in this field of work.

Skills

Ability to provide and facilitate safe and creative play.

Ability to communicate well with a wide range of groups and individuals.

Ability to work as a team member and demonstrate leadership skills.

Ability to work on own initiative.

Ability to use judgement and common sense.

Competent in using I.T. based administration and financial record keeping   

systems
Qualifications

Appropriate level 3 playwork qualification.

Appropriate Child Protection training

 
Current First Aid certificate. 
Desirable Experience

Experience of working within a School or shared use premises.
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