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Job Description 

JOB TITLE:  AFTER SCHOOL CLUB MANAGER                 GRADE: 6       HOURS: 15  2.30pm – 5.30pm Mon – Friday                                                                                     

WORKING YEAR: term time only

GENERAL INFORMATION

Work under the guidance of the School Business Manager and Assistant Heads in Activate and Advance phases, and within an agreed system of supervision, to implement agreed work / care / support programmes with individuals or groups, in the after school club.  

PRINCIPAL DUTIES AND RESPONSIBILITIES

Specific duties 

· Manage, supervise and support Out of School Club staff to ensure a high level of service for the children 

· Attend and participate in meetings with the School Business Manager, Headteacher & Governors to ensure the smooth running of the club

· Support the School Business Manager and Headteacher to draw up an annual Out of School Club Development Plan and help monitor progress 

· Ensure awareness and knowledge of school policies/procedures to appropriately manage Out of School club staff

· Create a stimulating, clean and safe environment, including the outdoor area 

· Create a detailed, weekly plan of play activities which are appropriate, varied and enjoyable, to support the development of children’s skills and experiences

· Monitor and evaluate children’s responses to activities through observation evaluating and adjusting activities, as appropriate to meet the needs of the children 

· Ensure appropriate staff ratios are maintained at all times, maintaining rotas of work for all staff and liaising with the School Business Manager about staff absences

· Ensure that children’s contact details are up to date and key information is passed to Out of School Club staff 

· Ensure appropriate equipment and resources are available and in good condition

· Working within the agreed budget, order appropriate supplies as necessary and present invoices promptly to the School Business Manager

· Maintain appropriate records for attendance and payment of fees as agreed with the School Business Manager, ensuring parents sign to indicate agreement with records made 

· Collect all fees, completing all necessary paperwork & delivery monies to the school office for banking weekly

· Inform the School Business Manager of any debtors in line with the agreed Arrears Policy

· Maintain appropriate hygiene standards complying  with Food Handling regulations

General duties 

· Co-ordinate the support for pupils through planning, preparation and delivery of appropriate activities.

· Distribute and collect surveys, questionnaires or evaluation papers as required.

· Assist with the promotion and publicising the club.

· Be aware of the timetable of activities and identify the expected tasks required.

· Set-up of the club each day.

· Preparation and serving of food as appropriate.

· Help to create a welcoming and supportive environment for the pupils attending the club.

· Be responsible for the management of the behaviour of pupils attending the club.

· Tidying of the venue after use and ensure the secure storage of resources and equipment used

· Be responsible for administering and maintaining a registration or signing in system.

· Help create related promotional displays for the club in the school.

· Support the aims and ethos of the school.

· Set a good example in terms of punctuality, behaviour and attendance.

· Be responsible for the purchasing and management of stock, handling cash income and regular audits of resources.

· Be responsible for ensuring the maintenance, cleanliness and safety of specialist equipment.

· Demonstrate and assist in the safe and effective use of specialist equipment/materials.

· Be aware of and comply with policies and procedures relating to child protection, food hygiene, Health & Safety, security, administration and confidentiality, reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

· Support the development of pupils with special educational needs and/or disabilities.

· Contribute to the overall ethos/work/aims of the school.

· Establish constructive relationships and communicate with other agencies/professionals.

· Participate in training, other learning activities and performance development as required.

· Provision of induction training and advice to other staff and volunteers.

Support for the School

· Be aware of and comply with policies and procedures relating to child protection, E – safety, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure that pupils have equal access to opportunities to learn and develop.

· Contribute to the overall ethos / work / aims of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.

· Undertake annual appraisal in line with the school’s policy.

Undertake any other duties as directed that would reasonably be expected of the post holder.


